
Sales and Commissions
Import Transactions



Preparation:
1. Locate a commission statement 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 check date for your import

2. If it is in .pdf format, convert to Excel
3. If it is in an older Excel format (prior to 2003) convert to latest version 
4. 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
5. 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. Remove Subtotals, blank rows, and totals
4. Check for the presence of the required fields (Customer name, sales amount, 

commission amount)
5. 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.
6. Make sure that the data that you need is within the first 50 columns (through AX)



Customizing the “Shortcut Menu”
Shortcut menu bar

Edit shortcut menu here 

To edit your shortcut  
menu:
• Click the edit button on 

the shortcut menu
• In the edit 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 
Selected Menus)

• If you are doing this 
module, I recommend 
the selections circled in 
green.



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. 



Transactions Import page 

Start here. Click “New”



1. Choose your 
Manufacturer/Principal 
by clicking on the 
magnifier.  This brings 
up Company Lookup.  
Just typing in a couple of 
letters will shorten the 
list to choose from.  
When you see the one 
you want, click it.  

2. Choose the type of 
import that you are 
doing.  In this case we 
are doing a Sales and 
Commission import

3. Click on the blue 
“Choose File” button.  
This takes you to your 
computer to find the file 
that you are planning to 
import. When you find it, 
double click. 



4. Click Green “Load Data” button
5. When it finishes loading, it will show 

you how many lines it loaded 
(including the header) and a Sample 
File Content

6. When you check the Sample File 
Content and are satisfied that it is the 
correct file, click the blue “Map & 
Import” button



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

8. Name the map 
and click “Set Map 
Title”

9. Using the drop 
down boxes, 
choose the name 
of the column on 
your spreadsheet 
that contains the 
appropriate data

10. Minimum 
required fields are 
outlined

11. Date fields will be 
addressed in the 
next slide



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.  

• If your 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.

12. Check date (green frame) can be imported (left side) if it is a column on your spreadsheet, or you can use the date 
chooser on the right side, same as above.  If you have a check date column on your spreadsheet, it must be in the same 
format exactly as your invoice date column.  

13. Your invoice date determines where the sales fall on the sales reports, the check date determines where the sales and 
the commissions fall on your commission reports.  Pay attention:  This page will be on the quiz!



14. Now test the map by clicking blue button in upper right corner.  This map is going to 
fail, because I made a change when no one was looking.  Can you find it?



15. In the Mapped Sample Record, the 1st column shows the name of the box in the Repfabric map, the 2nd column shows the 
name of the column in the spreadsheet, the 3rd column shows the first line of data from the spreadsheet, and the 4th 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.  

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



17. Click “Import Sales & Commission Data



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



Aliasing: Teaching Repfabric Your Customers

19. 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



20. Begin by clicking on one of the names that are red. 
The “Alias Primary by Name” box comes up.  
• The top part of the box shows what came in on 

the report that you imported.  The city and the 
Postal Code are blue and clickable to help 
narrow a long list down.  This only helps if your 
customers have city and zip in the company 
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.



• 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” 



21. 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 Commissions Table and to populate the reports.  Hooray!

• If you 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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