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HOW TO ADD A NEW
BACKOFFICE MANAGER?

D)} Billboard

A\ re pSly Activities Actions Schedule Reports

i P +
73 Retail audits

® Sanja
Ao

Norway' b Integrations

Completing these steps will create an email that we’ll send to

P Export and Import

I T = the new back office user. This email will contain a link which
o 4 e Y g Tm—— will allow the new user to create a password in order to get . .

oo A Ly
-.,;]&\.chanie
" Haty SR

Spel-n : Activities 262

Greece
Portugal

into the back office and have complete access.

Sanja.Novotny@repsly.com
ar

Mobile access for backoffice users will be charged as one n

$12,284.39

Maorocco [T] Enable mobile access
Algeria
Click on the and select —
et, Boston, Massachusetts 02110, United States
Restrict access to territories Permissions
Backoffice users assigned to a certain territory will not be Data Administration
R able to see activities done by reps on places outside of these Places
Click on the and eriories Products
Price lists

select

Sales documents
Forms
Schedule

Statuses

Fill in the necessary data. the new
user.
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HOW TO LIMIT
USERS TO CERTAIN
FUNCTIONS? o

® Sanja

Sanja 46080 active user

Phone Email:

Sanja.Novotny@repsly.com

Mobile access for backoffice users will be charged as one mobile seat.

() Enable mobile access

Click on the and Note
select
CIiCk on and SEIGCt the Restrict access to territories Permissions
Backoffice user that you wish to create - - st Administation
. . Backoffice users assigned to a certain territory will not be
Ilmlted acceSS for. abit:mto.seeactiviﬁesdonebyrepsonplace-soutsideofd\ese Places
terntones Products
- Price lists
Sales documents
Forms
Schedule
Take a look at the and check or Statuses

uncheck what you want other managers to

have access to.

Permission types include; Data Administration, >
Data Analysis and Manage Organization).
Click to update information.
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HOW TO ADD A NEW
REPRESENTATIVE? POy P —

-Ahoataon e
“ Manage your team of field representatives

As your business grows you can add Reps on the fly.
This will allow you to get new members of the team
up and rolling as soon as possible.

Add more filters - View as: Plain list «

NAME TERRITORY LATEST ACTIVITY LAST SYNC TIME CURRENT STATUS ACTIVE

david . Not working v

Deirdre Stenson MNortheast g 10/23/2020 7:36 AM at 10/26/2020 1:51 PM Not working v
49 Social

deirdre stenson 1 Ereps ly.con

Click the Representatives tab and
select New Representative button.

0 000 000O0COGCOOSOGOS
Dustin Jones South - Not working o
djones@example.com

@ Davor Galambos ©| 7/31/2018 1:43PM 07/31/2018 1:40 PM Mot working “.,a
davor.galambos@repsly.com

° Erin | 3/27/2018 12:27 PM 03/27/2018 5:27 PM Not working
enn.ryan@repsiy.com

Frank Brogie USA, Merchandis. 8/14/2020 10:48 AM 10/22/2020 6:34 PM Mot working v
frank brogie@repsly.com .

% Frankie Brogie - | 10/21/2019 2:03 PM 11/27/201% 10:05 AM Net working

frankie.brogie@repsly.com
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Enter the Rep’s contact information.

Activation data will allow them to access
the mobile application.

Click to send the Rep an email
prompting them to download the app to
their mobile device and providing them
with all of their Activation Data so they

can log in.

@ System health

A ( epSly Activities Actions Schedule Reports Places

® DustinJones

Info Report Schedule

Mame: 1D:
Dustin Jones 293641 active rep
AL Phone: Email;

6178991951 diones@example.com

|:]A'!r:v.'.- representative to send emails from mobile app

Territory:
South x -
Note

[ I J

Activation data

Company ID repsly.296

Username: djones

Password CHANGE PASSWORD
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HOW TO CHANGE
THE LANGUAGE ON
THE WEB APP?

AN repsly

The Backoffice user has the capability to change
the Web app’s default language. This allows
Backoffice Managers to see all features of the
Web app in a specific language.

Email

[ sanja novotny @repsly.com

In order to change the language on the
Backoffice, please log out of the Web app.

Forgot your password?

Don't have an account? Register here!

When you attempt to log back in, you will
notice a language drop-down menu under
the Repsly logo. Choose the language you
want to use the Web app in.

When you log back in, Repsly will be in
selected language.

Terms Privacy
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HOW TO ENTER A _—
NEW PLACE? i New place

Contact info

Mame: 1D:
SAVE - Cancel
Starbucks 40 Y active place
. Representatives: Status: Territory:
Select and click the | . ' .
There are no reps assigned to thisplaa = Top 30 Place v - i 0 Place Attributes
button. .
Place price lists Place ID is a unique identifier we assign to each
p USA place
Lo Un-check ‘active place' if you don't want to see
o o Midwest this place in lists
Fill out all the requwed data - name Address info Contact info West Coast
STATUS is a way to track your places in a pipeline
and address. (Duke)
, . . Address Email: o TERRITORIES let you group places. Manage
: Place’s unique code will be e
. City: Phone: E
generated automatically, but you can ik
h . t o f d d State: Cell phone: 02176
change it if needed. i
ZIP: Website: -
Country: Contact name:
Country code: Contact title:
Fill out any other desired data about
Note Tags ED Add tags

your place - email, phone, cell,
website etc.

Make sure the active place box is
checked. If this is not checked then
the Place will not appear on place
list. Click
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HOW TO IMPORT PLACE
LISTS INTO REPSLY?

6’\' fepSly Activities Actions Schedule Reports P

Reports Places Representatives Forms

ﬁl Places import

Import all places using the import wizard

. You can import place lists, by either importing an excel file
or by the copy and paste method into the back office. This
allows you to edit larger quantities of data in bulk.

To get a template for upload you can go to the Places tab
and export the Excel file from that page.

&9 Import Places From your computer

‘ Add tags to filtered places I

STATUS LATEST ACTIVITY AT PLACE ACTIVE

Upload file

Upload file in CSV. XLS or XLSX format directly from your computer

First row contains column names?

Final Stage Clo... Len Bruskiewitz 1/4/2019 8:56 AM
g Copyand Paste

Copy and paste from Excel, any other spreadsheet, or even a web page.

Select Places tab. Next to the New Place is a
drop-down menu. In this menu, you will see
an option to import places.

HOT lead Alex Brussard 1/16/2019 1:18 PM

7 o 00000 00
{ Len Bruskiewitz 1/8/2019 7:32 AM

HOT lead 1 Len Bruskiewitz 1/7/2019 11:25 AM

HOT lead Alex Brussard 1/9/2019 10:12 AM

Left Samples N... B  Alov Rrcear A4 1/15/9019 292 DM

From the import page, choose whether to
copy and paste or upload from excel.

Once the spreadsheet has been loaded, click
Continue. This will allow you to review all of
your imported data before uploading.




@ System health E _e._m 0

ties Actions Schedule Reports Places Represent
/01/2020 - 1§/26/2020 : e
Finland
Norway = : :
n Ba
- Denmark
United
Kirrglfi}m Active reps 30
Irelai Poland
Germany
929

)‘P

o France ‘_ i
‘ e~ NS k
B Z 7 R Activities 1450 |
g?, oA *‘Qf_:_‘ ) Spain

Gre

Portugal e
North 9 $1,209,274.89
?\{T:I: J.Vrlrf |7-r,' Tunigia e 4
et Morocco
) Show places
Algeria Libya
Western 3
L) Map data ©2020 Googlé, INEGI ' Tefms of Use

osh

00ds Market, 575 Worcester Road, Framingham, Massachusetts 01701, United States

Creamer

. 100 Cambridgeside Place, Cambridge, Massachusetts 02141, United States
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HOW TO CREATE
DIFFERENT TEAMS BY
USING TERRITORIES?

The value of creating Territories is that once you have
your places divided, you can assign your represent-
atives to specific Territories. You can assign as many
representatives in a Territory as you want.

The is located right next to
the Activities tab. Click on it to enter.

Select the Places from the place list you
want to assign to a specific territory. You
can choose all by checking the “Select all”
box.

When you make your selection, click on
the as pictured
below.

& Actions Filter places and perform bulk actions

Select all 270 PLACES /\ Filter ~ ACTIVE v Places that match all of the following conditions:

JJFOLEYS Bar & Grille A
21 Kingston Street, Boston, Massachusetts 02111, United States

JJ FOLEYS Bar & Grille -~ Select filter -- v
21 Kingston Street, Boston, Massachusetts 02111, United States

Kingston Grille & Bar

25 Kingston Street, Boston, Massachusetts 02111, United States fud
/ - [abrador Sea
v United
Kingdom
Ireland
Macy's eSpot Kiosk
450 Washington Street, Boston, Massachusetts 02205, United States
Franc

=
¢/ Metro by T-Mobile ) P N e
463 West Broadway, Boston, Massachusetts 02127, United States < !.\_:«,; k ) Spain
| D -
R

Portugal
. North
Minga Foods Atlantic
25 Kingston Street, Boston, Massachusetts 02111, United States H/ A Ocean
Morocco
Export :
" 2 Algeri
ston Street, Boston, Massachusetts 02111, United States o Vgﬁ?
Set active/inactive
10 Rico s’
. Mauritania .

Minga Foods Mali
25 Kingston Street, Boston, Massachusetts 02111, United States Assign a pricelist

\ Burkina

¥ Faso

Guinea
NH Liquor & Wine Outlet o Assignaterritory  \ezuela ; i
E - uyana
There are 3 Place(s) selected ") Suriname
| Change Status SR
L ]
| (] £
SCHEDULE A VISIT M Set place tags
Brazil

Ml




10 Repsly Backoffice Manager Training Guide

When you click on Assign a territory

another window will appear with a drop-
down menu with all your Territories to choose
from. When you choose the desired territory
. click on Apply.

Assign a territory ' Assign a territory

This action will be applied to 3 place(s) This action will be applied to 3 place(s)

Midwest x

Cancel
p USA

After you click on Apply you will see the

last message “This action will be applied to xy
place(s). Are you sure you want to proceed?”.
When you click on Confirm you will see a
message that your places have been updated.

International
Micwest

West Coast
{Duke)
(Merchandising)

p Europe
02176

09567
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HOW TO ADD CUSTOM A EEER——————————...—.
PLACE FI ELDS TO YOU R A (@PSlY  Actvities | Actions | Schedule | Reports | Piaces | Representauves | Form
CONTACT INFO? T osettngs

Repsly allows you to add additional fields to your places. Data management Company info EDITINFO

This can allow you to keep track of any additional @ = L \
information that you and your reps want to have handy A fePSly
Territories

W h e n VI S Itl n g CI I e ntS . e @ o Group your representatives and places by territories
Company: Brand Good

. Delete scheduled events Address block:

m Delete scheduled events for all or specific representatives
55 Summer St.

Boston, Ma

Click on the in the Sales
top right of the page. S documents

. Products

. ' Define products that you use in your organization

" B .
g Pricelists
© Se up products assortment for your stores

Then click on :
Custom Info Management

&:I Custom Attributes

Use custom attributes to customize your places

Status

Add and edit statuses

Then select :




ports

Places

Representatives
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Create new groups by clicking the
. Give the a name.

Add Fields to be filled out in association with
those Group Names. Once you have added all
of your necessary fields always remember to

click

J\\' r EPSly Activities Actions Schedule Reports Places Rep

% Customize group attributes

Use custom attributes to customize your places

Title

active group

Questions & input fields

Deleting or adding attributes will affect all your places.

MANDATORY
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HOW TO LIMIT MANAGERS
TO INDIVIDUAL TERRITORY?

Repsly makes it possible to assign a territory to another man-
ager so that when the Territory Manager logs in, they will only
be able to see data from their specific territories.

Click on the and select

Click on and select the
Backoffice manager to limit.

Then, restrict access to territories. This will
allow Managers to select territories to limit
to that specific user. This will allow
Managers to select territories to limit to
that specific user. Click to update the
Manager’s access.

‘&\ re pSly Activities Actions Schedule Reports Places Representatives

® Sanja

Name: 1D: m Cancel

Sanja 46080 active user

Phone: Email:

Sanja.Novotny@repsly.com

Mobile access for backoffice users will be charged as one mobile seat.

() Enable mobile access

Note

Restrict access to territories Permissions

Backoffice users assigned to a certain territory will not be Data Administration

able to see activities done by reps on places outside of these Places
territories Products
Price lists

Sales documents

Forms

Schedule

Statuses
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HOW TO CREATE A NEW
FORM?

The Forms feature allows management to create
documents that can be filled out by the representatives in
the field, allowing for real-time data collection.

Reports Places Representatives Forms

&

Click on the Forms tab and then on the New
Form button.

CHOOSE FROM LIBRARY

We prepared some useful forms to Cre
get you going fast

You can select preapred useful forms or you
can create your own.
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Add questions to your form and define whether C Eﬂfm e
the answer will be mandatory, as well as which
type of data the answers will contain. When you
make a question, you can also choose “conditional OuofStock
action” so that a response to that question leads Oaueofil o open
to another set of follow-up questions. o

Set form accessibility

Connected to places with any of these tags:

Check the Mandatory Box if you want to make
the question require. At the end of a form you can
also create an alert for your form based on certain
answers from form question. Once the answer set

up in the alert matches the desired criteria you

® Safeway x % Walmart x  Start typing a place tag
Visible to these reps:

Start typing rep's name

Questions & input fields

will get an alert on your email. e o b bt 6 it
If you change the structure of the questions all previously submitted forms won't be editable and Reporting will be
affected.

E What Product is 00S5? AUTO-FILL ]  MANDATORY [

Extreme Strawbana Go to group 1 -

v

Grape Splosion

In the end, make sure that the form is marked as
active and then click Save.
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HOW TO EDITA
SU BM ITTED FO RM AN repSly  Acwites | Actons | Schedue | Reports | Piaces | Representtes

I N I H E WE B AP P? o *o/biigs atistia ;0 ol26/2020 o €l0526/2620 o~ e
. [ ]
® % Al field activities — 3y i
[ I'T_le : i =t Nashua Haverhill .
: | B Forms (all) © B Account Visit Form . Lo La
[ ) [ ] [ ] [ ] &J ‘
One great feature in Repsly is the option to edit - 1S Proros B COVID-15 Updote bt
m Gloucester
M H L4 o] - B ? A e} — Active reps
an already submitted form. Whatever the case is : B Discrbutor nformation ostord &) @ 4
° . - (3} =1
1 T M & Time & Mileage tracking B End of Year Saving Promo ! Salem
If you need to change some data in a submitted o | (Notiono| Bomers) ® 2
o . - 12) B Messages
form you can easily do it from your web app. . 1M B Huoson News - Suvey 23 Tme :
— | B Place notes N Waltham B
° _ Boston
® T New alncac 8 Hudsone:Ne.\:.:s Survey 113 (Hint ﬁ —
o 5 New places Water - Safeway) T u\’) $720.00
: T Status changes B MARS KPI tracker 5 @ < - y
= how pla
: E} Sales documents (all) C_;Z % Merchandising and Competitor (123) [
C Insight Report .’T\T’
: B Retsil audits (all) @‘ Map data ©2020 Google Termsof Use Report a map efror
B Merchandising Visit Report
[ J
° [ ] ® L] [ ] . S P PR, T M
Click on the Activities Filter and select : 0 R Dobosh™
. Y Whole Foods Market, 575 Worcester Road, Framingham, Massachusetts 01701, United States
forms. You can further filter by which .
y [ N J

No activities

specific form you'd like to edit. Press .

Matthew Creamer

Walmart, 100 Cambridgeside Place. Cambridge, Massachusetts 02141, United States

@ 10:23 AM @ 10:27 AM hﬂ 10:32 AM
Y,
v ‘ ) = )

Store Visit Data Order Grocery Retail
Gathering Rep... §720.00 Audit

0 0 0 0
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B COVID-19 Update at 7-Eleven

Reports Places Representatives Forms

Click on the Tabular View lcon.

Are hours of operation
still the same prior to

covip?

40.... 00000000

Are key decision makers No v
still the same prior to

Show place's additional attributes CoviD?

Who is the name
gacision maker and
their title? (Please also
update info in store
contact info section)

TATIVEID REPRESENTATIVE NAME  STREET ADDRESS ZIP CODE CITY STATE

Deirdre Stenson 80 Summer St 02110 Boston Massachusetts Wmﬂ&mxﬁ No v
Click on the magnifying glass next to the form o Ol
you'd like to edit. oy O s
Courtney Rayappu 83 Summer Street 02110 Boston Massachusetts () Product B
@ Product C

Which placementhas (] Shelf

e (J Front Lobby Display
[ B BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN I I NN J [}EIiRack
o o o (J Produce Disp
You now have access to edit the information !
on the submitted form. Once you're done Vel "

editing the information you'd like to change,
press the green check mark.

re-orger?




18 Repsly Backoffice Manager Training Guide

HOW TO ASSIGN A FORM
TAG?

You can limit visibility to places with specific tags, and to . Forms

o o o Use forms to keep record of your reps activities.
specific reps by name. This cuts down on confusion, and thus
makes your reps more efficient in the field.

AN r EPSly Activities  Actions  Schedule  Reports  Places  Representatives  Forms

TITLE

Account Visit Form

— Hudson MNews - Survey 23 (Time Magazine)
Click on the Forms Tab. Click on the magnifying = e e Sy 113 - Sl
glass beside the form you wish to assign to a ceccscccccccccccllleccccees

particular place or rep.

Merchandising and Competitor Insight Report

Merchandrsing Visit Report

L L L L L L L L L L

On-Premise Sales Recap

o Showing 1-10 out of 24 records
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In order to tag a form to a place, select a tag
assigned to that place to sync that form with that
specific place. By doing this you will make only
places with that tag have access to that form.

In order to assign forms to reps simply type in the
names of the reps, you wish to have access to the
form. After assigning tags or rep

assignments to forms, the assignments.

A.\ r eps ly Activities Actions Schedule Reports Places Representatives

»  Forms
Use forms to keep record of your reps activities.

Title:
SAVE ~ Cancel
COVID-19 Update active form
J Auto-fill on open
Description:

Please fill this out when visiting an account for the first time since COVID-19. If this form submission has already
been submitted on the account then there is no need to fill out again.

Set form accessibility

Connected to places with any of these tags:

Start typing a place tag

Visible to these reps:
lqu Start typing rep's name

Questions & input fields

This form has been submitted 13 time(s).
If you change the structure of the questions all previously submitted forms won't be editable and Reporting will be
affected.

:J: Are hours of aperation still the same prior to COVID? AUTO-FILL [}

MANDATORY [




20 Repsly Backoffice Manager Training Guide

HOW TO USE —
ACT IVI T I ES TA B ? oo A\ { epsm,y Activities Actions Schedule Reports Places Representatives Forms

% Al field activities v | 01/01/2020 - 10/26/2020 «~ - I APPLY e

Finland

Applying filters will allow management be * Sl

° L[] ° L[] B I
to see and analyze specific activities, T .
people or places in order to manage and Rl ) G A o

Hudson Bay

o dom tive rep
I d t M t tI — on ' oc "- Filter by representative v..‘w.(;flumny «\Polancl —_—
analyze data more consistentiy. L A0S M
—r NN ‘ \.._-\\ Bo Thurmond " P’{ . e, VISIES 929
: MT o . e France 'j o P /
: £ W \ / [y <
§ e @ o i TN Activitie 1450 |
. HE on =:f:"u h By Filter by place )
Click on the to et et Y :
tab Rl \- $1,209,274.89
AZ N - o Tunisia J
filter activities. SR - 7
L @ Filter by places tags Algeria Ui O Show places
sulf o i
Google Mexico b D Map data ©2020 Gooé INEGI ¥ Terms of Use

If you select . your O i
news-feed will show all activities

X No®activities
chronologically. Use filters above the map
to narrow your search criteria. Matthew Creamer 10/26/2020
Walmart. 100 Cambridgeside Place. Cambridge, Massachusetts 02141, United States 10:21 AM - 10:32 AM

ﬁ 10:23:\;.4 @ m:zm;a 10:32,&;.4
The date filter allows you to

. ( I Store Visit Data Order Grocery Retail
filter by date range GaherngRep..  $72000 =
0 0 0 0

The additional filters tab allows you to
filter by a specific rep, place, tag or ter-
ritory. Tags are the best way to filter by

specific account segments.




Reports

D/19/2018 1:23 PM

LAST SYNC TIME

10/19/2018 1:34 PM

CURRENT STATUS

Ended workday

View as: Plain list »

ACTIVE

Showing 1 out of 1 records
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HOW TO VIEW REP
SUMMARY REPORT?

Repsly automatically turns the data your team
collects in the field into flexible, digestible. The
Reports Tab helps managers visualize their data
through real-time trend analysis.

Click at the and select a
Representative.

Click on a

The date filter allows you to filter by date
range. The additional filters tab allows you
to filter by a territory, tag or representative.

‘{\ reps I.y Activities Actions Schedule Reports Pla

® Danielle Harris

Info Report Schedule

10/1/820 - 10/26/2020 ~ - @&
Time at place Place visits

1h:42m 12

AN

Oce 2 Oct 4 Octé Oct 8 Oct 10 Oct 12 Ot 14 O
— Time at place = — Place visits To

Effort
Days active Working time Total r



Filter = ACTIVE ¥ Places that match all of the following conditions:

-- Select filter --

v

- Select hilter -
Territory

tatus

Place tags

Assigned rep

Place name

Place address

Place ID

Activity status

Forms
Brand Good Visit Report
Brussard - Product Availability Form
Competition Audit
Merchandising & Compliance Report
On-Premise Sales Recap
Qut of Stock
Retail Merchandising Report
Sample Demo Popcom Flavors
Sampling Event Recap

Venezuela

A

(1 SAVED FILTERS

Netherlands o Poland
Betlin

. Germany
Belgium P

Pans Crechia
@ Vienna -~ slovakia

Aust
[ Hungary

Romania

b.'a"Je
@ £

France

Croatia
Serbla
L Italy B
A Ea.'cgcna @Rome Bulgaria
Madrid
Portugal "%

o
: R I51anbul
Spain Greece

Mauritania

Dakar@ Senegal
The Gambia
Guinea-Bissau '
Guinea "
Sierra Leone

Burkina

Taga

,Di!eﬂvoifeshm.
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HOW TO FILTER PLACES
IN THE ACTIONS TAB?

When it comes to filtering your places, you can choose from
many different attributes. You can filter ALL the places or
only ACTIVE ones.

When you enter you will see a
drop-down menu with the filters to choose
from. In our example, we will choose the

in filter as illustrated below.

After you select the desired filter you can
narrow the search down by choosing from
another set of filters from the drop-down
menu on the right.

& Actions Filter places and perform bulk actions

st

1£:] -
Select all JBPLACES A\

| Bluemercury
200 Linden Street, Wellesley, Massachusatts 02482, United States
Buffalo Wild Wings
180 Main Swear. Saugus. Massachusatts 01506, Unizad Statss
Kiregston Grille & Bar
25 Kingston Street, Boston, Massachusetts 02111, United States
\ Macy's eSpot Kiosk

450 Washington Street, Baston, Massachusetts 02203, United States
Sephora
800 Boylston Swrest. Boston, Massachusetts 02199, United States
Cvs
270 BUSSEY ST. DELLA PARK PLAZA, Boston, MA 02026, US
7-Eleven
125 Tremont Street, Boston, Massachusetts 02108, United States
Archie's New York Deli
101 Arch Sereet, Boston, Massachusetts 02110, United States
Brussard Beverage Company
8 Kingston Street, Boston, Massachusents 02110-Tewr, United States
Brussard food company

d 83 Summer Street, Boston, Massachusetts 02110, United States
Hearts On Fire

49 Summer Street, Boston, Massachusetts 02110, United States

Louisiana fish fry

8 Kingston Street. Boston, Massachusents 02110, United Stanes

L]
oo =

&)

g AL )

Fiter  ACTIVE v Places that match all of the following conditions:

Days since last check in v less than v 0

R L
(29)
e (1) Wilmington
& () — Lynnfield A
Carlisle - @
For eading
- (229 =
@) &y P L)
Burlington T Wakefield o ——‘
LB )
_ Bedford 1 2/ )
Acton (&)
o R Woburm  Stoneham Lynn (@ ds
()] @
"!d — Saugus Lyt
d (CORD LT Hanscom AFB \2) Midkdlesex
() @) s 31 Fells
L) s Lexington (e)) Reservation bt
Maynard = (@) \;‘('-1'1
Lincoln din R ) =a] =
t River i) Py 5} @ dington - Medford -
nal (7 v g L >
life = 3 il @ Revere
Ige e &) &
1 Chelsea
3 (&0} Somervill o,
Sudbury ) /‘I., (145)
@ Wallhamely = Cambridge A@ Winthrop
oy A Wesiton 4 )
- B A\ &
() = v Newton h
= Brookline g
H = @ W
u .
v %)
o ) b L8 Vellesley
p= @ Qs
Framingham Notick Needham ; AN N
@® @ @
hand Ve r— —,, ,
i U RD] L. o, g Quincy
~ = MR Y
s Daver ) Dedha () "L
! ADY



Fitter = ACTIVE ¥
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Places that match all of the following conditions:

Days since last check in

Temitory

Place tags

| o Waltham  (z)

Medford

Somerville

Harvard
Mt Auburn Cemetery e‘ University @ (%)
; () cambridge

Watertown

()] o L)
e 0
7T e

Franklin Park Zoo e

0

Long Island

[ SAVED FILTERS

After you determine the second filter you will
see a third field appear that will require a
numeric value as an answer for the second
filter.

Once you set up these filters and click on

on the left side of the page on your
Place list you will see only the places that meet
the criteria you just set with your filters.

Once you filtered your places you can export

them, assign them to a rep or click on the
and perform more

bulk actions:

Set active/inactive

Assign a territory

Change Status

Set place tags

& Actions  Filter places and perform bulk actions

Select all

49 Social

49 Templa P1. Ly ssachy 9 tad Stat
cvs

509 MAIN ST, BUNKER HILL MALL, Boston, MA U

cvs

4 BROADWAY ROAD. Wltham, MA 01826, US

s
80 Summer St Boston, Massachusents 02110, Unized States

Al's South Street Cafe
179 Essex St. Boston, MA 02111, United States

Alewife Grocers
Haute Coffee
12 Walden 5t. Concord, MA 01742, United States

Starbucks Coffee South Station
248 aevan M

Walgreens Pharmacy
\Washineton Street 620 Bas

11 Cambridgeside Pl Cambridge, Massachusstrs 02141 United Statas

245 Arlantic Avenue, Boston, Massachusetts 02111, Unitad States

0, Boston, Massachusetts 02111, United States

SCHEDULE AVISIT ASSIGN REP

Cl\.luylﬁ L) g =

Filter  ACTIVE v Places that match all of the following conditions:

q
Days since last check in v less than
Territory v
Place tags v
&
e Malden
@ Medford '
Arlington Q
@) 0 as Everett
i Tufts 2 F
niversity L
Belmont
Bentley © Somerville Aker Hill |
University Harvard Q
Mt Aubum Cemetery & University 0
o Waltham (2] g’ Qun - =
7, (2) Cambridge =
Watertown ) Qi]‘r:

ye ]
UL )
Export ) ,
A ,..,_u'w-""""

Setactivefinactive M+ @) Fenway Par-:Q BACK BAY

: i Northeastern
Isabella Stewart Q Q o = 2
UNIversity

Assign a pricelist Jewton
i

@ Gardner Museum

Bos .
NTR Brookline
Assign a territory @
® ohn F. Ken
Change Status Presidential Lib
Franklin Park Zoo

Set place tags O

Cutler Park

Reservation
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HOW TO PERFORM BULK
ACTIONS BY ASSIGNING REPS
TO PLACES IN ACTIONS?

Using the Actions tab you can filter places and perform bulk
actions like assigning representatives to more places at once.

Click on the Actions tab. Select the Places
from the place list you want to be assigned to f T Ty ——

representatives. When you make your selec- »
tion, click on the Assign rep.

When you click on Assign Rep, a window will
appear with a message “This action will be ap-
plied to xy place(s)” and a window with a list of
your representatives will open so you have to
check the ones you wish to assign to the
selected places.

message. When you click on Confirm you will
see a message that your places have been
updated.
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HOW TO ASSIGN REPS TO
SPECIFIC PLACES IN ONE
BY ONE OR IN BULK?

On the Repsly Web app, you can easily assign reps to specific
places. If you enable this feature, only the reps assigned to a
location will have access to that place and they will be the
only reps that can complete activities at that location.

Click on the . From your list of Places,
click on the specific place you want to update.

On the place’s profile, there is a section

labeled . Using the drop-down
menu, you can assign reps to that particular place.
Press after you're done assigning reps.

AN

f epSly Activities Actions Schedule Reports Places Representatives

/-Eleven

673 East Broadway Boston, 02127, Massachusetts, United States

C

ontact info Report Schedule

MName: ID ‘
?-Eleveﬂ 17593455 actp‘re p!ace

Representatives: Status: Territory:

Aanshika Khandelwal and 5 others are = High Volume v

Merchandising Team 0 Place £
-
Assigned - a
Place ID is a unique i

Aanshika Khandelwal e it
Bo Thurmond
Conor Flynn

Assign price lists to this place

Un-ches tive
Courtney Rayappu
] this pl: T
Danielle Harris
James McGuire C - STATUS is a way to tr
Map view O al O
T—— Map view ontact info
. TERRITORIES let you
("] Ben Mancall )
Ade Email: dave@gmail.com Territories on the Sev
[} Brendan Bruno
City () Cameron Garrant Phone +16172682946
("] Connor Flynn
. ell phone:;
stat ] Connor Flynn. v Cell phone
ZIp- 02127 Website: httpsiiwww.7-eleven.com/locations/r
Country United States Contact name Jim
Country code: Contact title: Grocery manager
Note Tags Add tags

ﬂ Tags

CVS % 7/11 ¥ Monday % Safeway X
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HOW TO SEND
A MESSAGE?

Messaging is our new feature for i
sharing insights or wins (including
photos) in context while reps are doing
their work. Managers can easily get TR
information out to their entire team or |
coach individual teammates 1:1.

Find the Messaging
module in your menu.

Create a new chat and
select teammate(s).
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Chat with Northeast Team

10/2018

Type your message or
choose the camera.

Manage your group
with the top right
menu.




28 Repsly Backoffice Manager Training Guide

HOW TO SCHEDULE A
VISIT WITH A DUE DATE?

With this feature available, a manager can field a call and
immediately create an event in the schedule that allows the
reps to make the necessary visits.

NEW VISIT

Place

Start typing Place name

Representatives

Start typing Representative name

Date
10/27/2020 [[] Setas due date

Click on Schedule tab.

Time Duration
Any time

Description

Click on New visit to schedule a
New Visit.

Y

Closhielacian iy CANCEL

You can choose a Due date and select
‘Set as due date’ and that visit will be
visible to representatives every day up
to that date.




29 Repsly Backoffice Manager Training Guide

HOW TO SEE
SCHEDULE STATUSES?

The Calendar function allows you to see places that
have been visited as Done, scheduled Visits not yet
completed as Upcoming, missed visits as Missed and
unscheduled visits that have been made as Unplanned.

Click on the Schedule tab.

Select a representative.

Visits are marked:
Done (green)
Unplanned (blue)

Missed (red)
Upcoming (orange).

cesesssssssedd sepsly o o Acivities ® ® Actionsop> Schedule  Reports  Places

‘.i Matthew Creamer
Info Report Schedule
ii. DONE :j @ urcoming | [. MISSED ] (. UNPLANNED) MONTH WEEK
SUN MON TUE WED
N CERD TR
CEH CCER CCEN
I S

Representatives

DAY

THU

For

FRI

ms

<

October 2020 >

SAT

10
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HOW TO IMPORT
SCHEDULE?

To make our app even more practical and to make it fast-
er and easier for you to create and manage data we have
our Import function that allows you to create the data in
Excel and then import it into Repsly.

Schedule Reports

AN r epsly Activities ~ Actions  Schedule  Reports

m Schedules import

Import all schedules using import wizard

From your computer

Click on and then click on the
inverted triangle next to the new visit button.
This will reveal the

04 < October 17,2018 Upload file

Upload file in CSV, XLS or XLSX format directly from your computer

Choose File | No file chosen

First row contains column names? ¥

10am 11am 12pm 1pm 2pm 3pm 4pm

Date format (applies to CSV and TXT formatonly) 12/31/2018 v

You will now have two options for importing
your schedule. If you'd like to upload an

excel sheet, click on the

and choose the document you'd like to upload.

— Copy and Paste

Copy and paste from Excel, any other spreadsheet, or even a web page.

If you'd like to copy and paste your schedule in
Repsly, first press the :
Then, copy and paste your schedule into the
» ) field provided. To complete this action press
| continue and your schedule will be uploaded.
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HOW TO SEE PHOTOS
IN GALLERY VIEW?

Gallery view allows you to see the details of a photo
such as the name of the rep, time the photo was taken,
name of the client, a download function and the ability
to view the location of the photo on the map.

Click on the

From your home page, select the

- and choose the Photos

option, and optionally select your date
range. Click

Click on . Add more

filters to filter by Photo tags if

needed and select All photos or choose
individual Photos to download.

WHAT'S NEW

*“:\ f'epi '._‘; Activities Actions Schedule Reports Places Representatives Forms

% Allfield activities v | 01/01/2020 - 10/26/2020 ~ Addmorefiters i (sl %
5
: Al -1\ Finland
Map  Satellite : Norway. 7
—_— ——— - Hudson Bay __r' y
{ A Labradas Saa
- A . MB Denmark
i ted T
e’ + | 5 p dom Active reps
- N, o | &a Filter by representative _‘_ﬁgi.mn-; ;
| S %
i R - et = Visits
. = Bo Thurmond v | AR
- N ‘I.H"\-"a—f\\-' - France fﬁr o
EP " 0 WY - o l@;iff’ ..-; % Fikerbro Ea . x> Activities
; b\ fon® "ol ilter ace
TNy United States  SSTECEE duo S eroyp o
£ KS MO L
Ci KV WA : |
e ! : $1,209,2
Az i ! Turisla
e W N " ;
LA - ¥ g
R how places
: @ Filter by places tags Algeria ) Show place
- Gul of Libya
GD"“’QIE Maxico e D~ Map data ©2020 Googdé. INEL
Matt Dobosh e Filter by territory 10/26/20:
Whole Foods harket. 57 . 10:28 AM - 10:36 A
No activities
ADD THIS FILTER m
Matthew Creamer 10/26/20:
Walmart, 100 Cambridgeside Place, Cambridge. Massachusetts 02141, United States 10:21 AM - 10:32 A

5 10:23 AM - 10:27 AM 10:32 AM
v v )
Store Visit Data Order Grocery Retail
Gathering Rep... £720.00 Audit

0 0 0
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@ System health

fepSly Activities ~ Actions  Schedule  Reports Places Representatives

Photos 01/01/2018 - 10/19/2018

WholeFoods %

oto gallery Showing 45 phot ; % Bulk actions ~

Delete photos (45)

Download photos
(45)

i ‘ Edit photo tags (45) NeXt, CIiCk On
and choose to

10/15/2018 2:16 PM 10/15/2018 12:36 PM 10/11/2018 4:17 PM
Whole Foods Southie Whole Food South End Whole Food South End
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HOWTO
EXPORT NOTES?

‘%\ r epSly Activities Actions Schedule Reports

El Place notes B 01/01/2020 - 10/27/2020 -

Place notes

Exporting data from Repsly allow your REPRESENTATIVE  DATEANDTIME
Management to further analyze
information gathered by field
representatives.

jo

On the Main page click on the
and choose

John loves brooks running need to convert him!!!"”

Click on the icon to
see the place notes of the forms in
the tabular style.

Matthew Brogie

Q
Q
Q
Q
Q
Q
Q
Q

8/11/2020 3:36 PM

Showing 11-20 out of 86 records

Click on the at the
bottom of the list. Choose an
Export option: Excel spreadsheet
or .csv file. Click and the file
will be downloaded to your PC.
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HOW TO ENABLE
DISCOUNTS FOR ORDERS?

In Repsly you can choose between three options for discounts:
Order items and order total, Only order total or Nothing. You can
select the option you'd like to have in your account.

;tem health Al € - Ssen
b N

AN reps

Company: Brand Good

Tags
Rename tags, merge tags together or erase them. Organize your tags by your own needs.

Territories
Group your répresentatives and places by territories

3

Delete scheduled events Address block
Delete scheduled events for all or specific representatives

55 Sumrmer 5t
Soworee

Sales

Sales documents
Configure your sales gocument

&

Products
Define ProduCTs That You use in your Organizaton

<

Pricelists

Set up products a5somment for your stores

o

Custom Info Management

% Custom Attributes

Lise custom attributes 1o CustomiZe your places

Status

L
' A
W Add and edit statuses

Click on the and then click on :

Settings

@ DBackoffice users
MEED Manage back-office users and contact info

@® 3rd party users

‘l_‘: Enable someone outside your company to access selected forms or retail audits.

Application settings
ﬁiﬁ-

Manage your application settings

m API settings
¥ Connect your ERP/CRM system to Repsly.

Manage Subscription
Change your currént edition. view previous invoices or close actount

Click on :
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‘.':\ r epSly Activities Actions Schedule Reports Places Representatives

Application settings m Discare

Set up options on how the app will be used.

Localization Enable discount for:
Places @ Sales document items and sales document total

) Only sales document total

Representatives O Nothing

Time & Mileage

[ Use custom sales document number

Forms

If turned on you will be able to have your custom sales document number

displayed on sales documents
Click on the . Here you will see 3 op-

tions for discounts : Order items and order total, Only Schedules Use product images
. o ) . If turned on you will be able to upload and display images on products
order total or Nothing. Select the option you'd like to Photos
have and then press : S

Electronic signature
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HOW TO VIEW REPORT?

Repsly automatically turns the data your team collects in the
field into flexible, digestible. The Reports Tab helps managers
visualize their data through real-time trend analysis.

A\ repSly Activities Actions Schedule Reports

e 0

| |
Fel Ap Jun'20
ace visits Total Activities

mu\ﬁp{ b el W%WWW

SN © B o BN < IS o I © I © B O B © B ©

778h 7m

Summary Report: gives a high-level overview of Rankings Report: can be seen for both place
reps activities over a period of time . and reps. The purpose of this report is to rank
your reps or places by activity.
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m health @ System health

AN r epsly Activities ~ Actions  Schedule  Reports  Places Representative Forms AN epsly Activities ~ Actions  Schedule  Reports

01/01/2020 - 10/27/2020 : 01/01/2020 - 10/27/2020 «

-

Coverage Report

Analyze how well your team is covering the territory

SNAPSHOT

Eﬁ Sales by Product

Analyze your sales results by Products

Total places  (2) Places visited Coverage (%) (2) Time traveling  (2) Time at place Lmkto“:::svemge @

Brendan Bruno
PRODUCT ID NAME SALES QUANTITY SALES TOTAL
R Cameron
Asahi, Super Dry 241 $ 719400 Garrant

Canon EQS 5D Mark IV Camera 37 $113888.25 Connor Flynn

Greenworks, 80V 18-Inch Cordless Brush ... 26 §$7774
Connor Flynn. - 22m
Ipswich Ale Brewery, Summer Ale - $7033.86
Conor Flynn 5d 7h 38m 7h 29m z‘ Luied
laces not visited

Opulent Gin $5398.2
Courtney Places visited
Royal Canin Large Adult Dog Food $3833.29 Rayappu 36d 6h 3m 1h S4m Places not visited

Beautyblender, Original Blender Sponge 5 $ 3829.69 Dan 3d 28m 1d 18m EJ,E,, o visited

KIND Bars, Peanut Butter Dark Chocolate . $3729.29 cas visited
. . Placas visit
Danielle Harris 8d 6h 59m 1d 7h 38m Places not isired

Beyond Meat, Beyond Burger . $3711.12
david

Q
Q
Q
Q
Q
Q
Q
Q
Q
Q

Altra Duo Men’s Sneakes $ 3185

Davor
Galambos

Sales Report: this is a sales report by each Coverage Report: this report will analyze
product how well your team is covering your

territory
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A\ r epSly Activities Actions Schedule Reports laces Xepresentat Form A\ fepSly Activities Actions Schedule Reports

@ Time &Mileage tra - 01/01/2020 - 10/27/2020 « : B Outof Stock 01/01/2020 - 10/27/2020 «

Working Time = Out of Stock

This report covers data from 38 forms that match the filters you set above

SNAPSHOT TRENDBY W
REPRESENTATIVE DATE WORKDAY START WORKDAY END MILEAGE START (MI) MILEAGE END (MI) FIRSTVISIT LAST VISIT MILEAGE TOTAL (MI)

Matthew Creamer 26/2020 1 y 0.38 1021AM  1032AM 038 115 What Product is 005? Quantity Needed (cases)

2020 05:45 PM

Patrick Mahoney

2 2
Mattnew Creamer  10/20/202 ‘ 3:51 PM I

@ Extreme Apple @ Extreme Strawbana @ Grape Splosion i
Lemon Passion @®mMn @Az ® Max

Danielle Harris

Deirdre Stenson /19/2020 8:58 AM ) 1 0 Photo of Shelf Did call distributor?

(o)
3
3
(o]
(a]
(2
(2
(2]
(2
(2

° ng 1-10 out of 392 records

Time and tracking: this report will show Form reports: different question types will
you your Reps time and mileage. provide reports.
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HOW TO ENTER
PRODUCTS IN ACCOUNT?

Using products in Repsly allows your reps to fill out purchase
orders easier and faster, while reducing the amount of errors.
Your reps will be able to use the product monitoring features
in Repsly to monitor prices, out of stock, product availability

Schedule Reports Places Representatives

& New product

. Qp

: and much more. s =
PRCE : Click on the Gear Icon, located on the upper awcoce Oeieprice A
o0 L right hand corner. Select Products and then o
» click the New Product button. | :

Product group Customize Tags !}:.iuz-zx

Enter all mandatory data for this product. You o :
) will also need to assign each product to a ettt .
R . CRED - Credits L4
product group, which you can customize to sz :
ASCA CAVA BRUT . CS - Celsius °
organize the products, however, makes the St S MED GROU? .
A VA RED 15 M 4 Pack - 4Pack [ J
7 most sense for your business. W - WholeFoos :
IDENCIAL RESV RED 1 .

b RED 2013
[

Make sure the product is marked as T
“active product”. Click Save.

AN repsly Activities Actions Schedule Reports Places Repre

Sentatn
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HOW TO USE RETAIL AUDITS? B .. e s | 2

i New retail audit
v

Retail Audits allow you to collect and answer questions about

your products in the store. . . D -
o N Built-in fields 5
Click on the , located on the upper right - - B Selectproduct,
hand corner. Select and then click the PO i,
button.

Set retail audit accessibility

Connected to places with any of these tags:

Give the Retail Audit a name. Some fields are
already built-in, but you can also add specific . PP e E——
custom questions, that you want your reps to e
answer in regard to your products. A B -
. . . o o Products
Assign the audit to the individual products, and/or - h

the entire product group(s).

You can do this by clicking on the + sign next to the
product line.

Make sure the Retail Audit is marked as . then
click
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HOW TO USE
ACTIVITIES TAB?

Exporting data from Repsly allow your
Management to further analyze
information gathered by field
representatives.

On the Main page click on the
and choose

Click on the icon to
see the place notes of the forms in
the tabular style.

Click on the at the
bottom of the list. Choose an Export
option: Excel spreadsheet or .csv
file. Click and the file will be
downloaded to your PC.

AN re pSly Activities ~ Actions  Schedule

® o0 B Place notes v 01/01/2018 - 10/19/2018 «
Place notes
REPRESENTATIVE DATEANDTIME  PLACE
e Whole Foods Southie
Q Deirdre Stenson 10/17/2018 4:47 PM =
ld Traftford
Q@  sania Novotny 10/17/2018 3:56 pM Ol Trafford
Q Len Bruskiewitz 10/16/2018 12:54 PM Gordon's Fine Wines and Liquors
@  DeirdreStenson  10/15/20187:24PM  JneeDs
Whole s Southie
@  DeirdreStenson  10/15/2018 216 PM  wnole Foods Southie
Q R S 10/13/2018 4:47 PM Brussard Beverage Company
Q  AlexBrussard 10/12/2018 12:21 pM  Srussard food company
Q Sania Novotriv 10/10/2018 3:23 PM Starbucks Coffee South Station
o0
Q  MatthewBrogie  10/9/2018 11:18 AM  peWite G
lim'e Va .
Q DeirdreStenson  10/5/2018 1028 AM S Variety

©

@ System health @

NOTE

'Spoke to the manager’

"Everything looks great. Make sur

"Cold case fully stocked! "

"Checking note function

'Everything looked great but make sure vi

'Back door available 6:30am - 9:00

"Small store -- great selection ¢’

A
-~

e to come back in three weeks an

sit this place againin 25 d

am"

Showing 1-10 out of 106 records
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HOW TO DELETE s
AN ACTIVITY?

If you want to remove specific informa-

tion from your submitted activities, you

can do it manually from the Repsly web

app as a Backoffice user with the appro-
priate permissions.

Manager not in today -- will need to return next week.

DS Deirdre Stenson ' @ Write a comment @
| 49 Social ;

Click on the Activities tab. In your feed
choose from your field activities the ones
you want to delete. Use filters above the
map to narrow your search criteria.

49 Temple Place Boston, Massachusens 02111, United States

The date filter allows you to filter by date
range. The Backoffice user can look at data
for a specific day, week, month, or even
year. The additional filters tab allows you to
filter by a specific rep, place or territory.

You can delete activities by clicking
on the activity and then clicking on the
trash can icon in the top right corner.
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HOW TO COMMENT B ososes
ON AN ACTIVITY?

Repsly provides management with the ability to
comment directly on an activity that has
occurred, allowing management to ask questions
on specific activities that have just happened in
the field.

Manager not in today -- will need to return next week.

Deirdre Stenson ‘ @ Write a comment @

DSy

49 Temple Place Boston, Massachusets 02111, United States

Click on the Activities tab.

Scroll down and select the activi-
ty you wish to comment on. Write
your comment directly in the
comment section on that activity.

Click Post. The rep who created the
activity will receive a notification
and they will be able to reply.




44 Repsly Backoffice Manager Training Guide

HOW TO CREATE YOUR
SALES DOCUMENTS?

Schedule Reports

6\ r epSly Activities Actions Schedule Reports Places Representativ

= Settings
- Manage your account and Repsly settings

Data management

Kingdon
ingdom
Irelo; 15

Tags
.Germany Rename tags, merge tags together or erase them. Organize your tags by your own needs.

439 |

5 — Click on the , located in the upper
, right-hand corner of the page and select

Territories
[ N ] GTQUD your représentatives and places by territories

}e

% $1114,364.06 |

m Delete scheduled events

Delete scheduled events for all or specific representatives

Algeria Libya —EgT

Mao data ©2020 Goole. INEGI  Terms of Use

Configure your sales document

‘ Sales documents
-

, Massachusetts 02210, United States

4 Products

. ’ Define products that you use in your organization

& K] .
e Pricelists
0 Set up products assortment for your stores

Custom Info Management

Now choose . Click on the
button.

% Custom Attributes

Use custom attributes to customize your places

Status

Add and edit statuses




45 Repsly Backoffice Manager Training Guide

Once the document is open, you will be able to
create a name and fill out the custom fields, tags
and status.

Document statuses are used to track different
status for an order. For example, you may want
to track if an order was processed, received and
shipped.

Document attributes are a flexible way to group
products together on an order. For example, you
want to have your field team to capture “Reason for
Return” for each product by using Attributes.

Once you're done with setting up your sales
document, click on Save and make sure to
mark the document as active.

L L L L L L L

-

A\ f'e pSly Activities Actions Schedule Reports Places Representatives Forms

Sales documents

Configure your sales document

NAME

Order

Credits

Reconciled Orders

Asset Ordering

Inventory

Return

POS Ordering



Schedule Reports

ingdom
Irelo 18
Germany |

439 |

C Awstria

699 |

% $1114,364.06 |

Algeria Libya —EgT

Mao data ©2020 Goole. INEGI  Terms of Use

, Massachusetts 02210, United States
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HOW TO ASSIGN PRICE
LISTS TO YOUR SALES
DOCUMENTS

Click on the , located in the upper
right-hand corner of the page and select

Select . Click on the
you want to assign your
to.

= Settings
- Manage your account and Repsly settings

Data management

Tags
Rename tags, merge tags together or erase them. Organize your tags by your own needs.

Territories
[ N ] GTQUD your représentatives and places by territories

}e

m Delete scheduled events

Delete scheduled events for all or specific representatives

‘ Sales documents
-

Configure your sales document

4 Products

. ’ Define products that you use in your organization

& K] .
e Pricelists
0 Set up products assortment for your stores

Custom Info Management

% Custom Attributes

Use custom attributes to customize your places

Status

—
-—
- Add and edit statuses

6\ r epSly Activities Actions Schedule Reports Places Representativ
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Item attributes

To do that, open the Sales Document and scroll
to the bottom of the page until you see Price
lists available on the sales documents. Then
click on the Choose Price lists button.

MANDATORY
000

Add new attribute and press enter

Assign price lists to this sales document

Vs

GBP
Independants
Kimino - JP

' Liquor World

Custom document fields

Deleting or adding fields will affect all your sales documents.

Once you click on Choose Price lists you can
select the Price Lists you need for that
document. When you click on Save you will
see that your document has been tagged with
the chosen price-lists.

Price lists available on sales document

&

If all looks good, scroll back to the top of the
page and click on the green Save button to
confirm your changes.
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HOW TO ENABLE
DISCOUNTS FOR
ORDERS?

Click on the and then
click on

Now choose

Click on the . Here

you will see 3 options for discounts:

1. Sales document items and

sales document total,

2. Only sales documents total

3. Nothing.

Select the option you'd like to have and
then press

A\ re pSly Activities Actions Schedule Reports Places Representatives

Application settings

" Set up options on how the app will be used.

Localization
Places
Representatives
Time & Mileage
Forms
Schedules
Photos

Territories

Electronic signature

Enable discount for:

® Sales document items and sales document total
) Only sales document total

O Nothing

(J Use custom sales document number

If turned on you will be able to have your custom sales document number
displayed on sales documents

Use product images

If turned on you will be able to upload and display images on products
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HOW TO FILTER AND
EXPORT YOUR SALES
DOCUMENTS?

Click on the

Use the drop-down menu to
choose your :
For each Sales Document you can
also adjust the Order Status or
filter by Order Status.

In this example, we will choose
Orders.

AN repsly

By Order

¥ Al field activities
B Forms (all

™ Photos

M Place Visits

4
B Messages

B Place notes

= New places

T Status changes

By Sales documents (all)

i ¥
B Retail audits (all)

Time & Mileage tracking

Activities Actions Schedule Reports

- 01/01/2020 - 10/27/2020 «

N NE
i FE
-i’w'
‘“\ )

North
Atlantic
Ocean

© B Orer
© B Credits
By Reconciled Orders
Matthew Cn
Walmart 1 &3 Asset Ordering

-,
£} Inventory
]

@ 10 Iy Return

[ -

[ POS Ordering
Order
720,00

0 +3 activities

Pl Rey t
e
uIay
} r=
Ld
 Uniteg  Oenmek
. Kingdom Belarus’ -
Ireland Poland |
Germany | 17
ARG B
France o Q ‘Romanii  \fjsits 240
: T naly” A v R
Spein ki
Greece ;
Portugal 297 P
Tunksla ar
Morocco $898,45?.02
Algeria Libya E '
Western \—_—v'k;bl:-;-.‘n"; ..
Sahars e AREE BSEGT Y
| )
Mauritania | . . Prrr Map data ©2020 Google, INEGI  Terms of Use

stts 02141, United States

a
Rppady ®

Marko Kovac

LAROME POINT j.([ﬂ.‘ﬂ._ Sestinski vrh 2d. Zagreb 10000, Croatia
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A\ rePSly Activities Actions Schedule
Reports

Click the . located on the 5 owe - [ovovzozo - oursooz0
right-hand side of the page. This will give you a Y
Noghua report view of your Sales data.
S SALES DOCUMENT DOCUMENT NO CUSTOM ORDER NUMBER
@ Salem
[150) Bos Active reps 12
Wm%estm , BroU ' 1
@ 112
9 Plymouth 3 Sales documents 150 |
RO L $808557.99 You can export the data to Excel or .csv file by
@ 2 v Barnstabl: SHow blaces CliCking On the

Newport

Map i £2020 Geggle Tarms ofbse Beperiamansuor,

sachusetts 02210, United States

PO | P | HL | L | H | L L | | L

If all looks good, scroll back to the top of the
page and click on the green Save button to
confirm your changes.




