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HOW TO ADD A
NEW BACKOFFICE
MANAGER?

Completing these steps will create an email that we'll send
to the new back office user. This email will contain a link
which will allow the new user to create a password in
order to get into the back office and have complete access.

Click on the and
click on the :
Select new User.

Fill in the necessary data. the
new user.

AN repsly

(=) Activities
Places
Schedule

Files

8 U @ &

Reports

Representatives

Do

Forms

(1)

Q Find places. reps, forms, files and products

® New backoffice user

Phone: Email-

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

| 1 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

SeIROres Products

Price lists

- o~ s
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HOW TO ADD A NEW
REPRESENTATIVE?

".:‘" rEpE[y O Find places, reps, forms, files and products E Cl f'éh:: Erva Evanovsia
=] Acthvities R ¢ t
. L ] epresentatives
AS y0ur bUSIneSS grOWS you can add Reps on the ﬂy ’E‘." Places ‘ﬁ Manage your team of field representatives
This will allow you to get new members of the team up ~
. . | Schedule
and rolling as soon as possible. = ramoretes @D
(7] Files
m Reports NAME TERRITORY LATEST ACTIVITY LAST 5YNC TIME CURRENT 5TATUS ACTIVE
B Representatives 3 !'_n'.-f E-t.:urm".-'-»:a Territory. USA, ;‘:“; &/1r2021 349 PM 06/18/2021 1.36 PM MOt working o
L?_,J Forms
. EvenHartvig Eh 5/24/20214.31 PM 05/24/2021 4.31 PM Mot working v
Click the and & e
select button. -

r
5. _.I-" Leave foodback
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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 login.

AN repsly

Activities
@ Places
] Schedule

Files

& U

Reports

Representatives

W @

Forms

Q Find places, reps, forms. files and products

® New representative
B

Info

Mame: 10
| 429426
. Phone: Email:

L) Allow represantative to send emalls from mobile app

Territory:

Home address

Address
Address 2-
City:
State

ZIP
Country

Country code:

active rep
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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

Password

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

Forgot password?

When you attempt to log back in, you will Don't have an account? Register here!
notice a language drop-down menu under
the Repsly logo. Choose the language you
want to use the Web app in. Tere - rivay
When you log back in, Repsly will be
in selected language.




6 Repsly Backoffice Manager Training Guide

H : W T E TE R "."\ rEPSIy ( Find places, reps, forms, files and products E [;l
7 E] Activities
o & New place
fa] Places
Contact info
3 schedule S
D Mame D
Files
o 1 i
Select and click the active place
button. () Reports i _— .
There are no reps assigned tothispla : v . v o
(2) Representatives
Fill out all the required data - name (=] Forms Place price lists . Place ID Is
and add IF'ess. Territory place
p USA Lin-check
: Place’s unique code will be | B Merchandising Team this place
Address info Contact info > Northeast e

generated automatically, but you can
change it if needed. iikionss el e Pexth TERRITO

Territories

City Phone
Fill out any other desired data about o a———
your place - email, phone, cell, e, PV
website etc. Country Contact name:
Make sure t.hg active place box is S— ——
checked..lf this is not checked then
the Place will not appear on place list. N ik P g Akt

Click : )




[ Show map

OTHER

East Coast

West Coast

Merchandising Team

East Coast

East Coast

East Coast
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Import

[1 &3 EnyaEvanovska w :j-;.

(] Show inactive places ]

& Customize columns

|=] EnyaEvanovska
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HOW TO IMPORT PLACE
LISTS INTO REPSLY?

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.

Select .where you can see
option.

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

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

AN repsly

Activities
E Places
[:] Schedule
E Files
() Reports

|&] Representatives

@ Forms

97 Leave feedback

i

1} Find places, reps, forms, files snd product

Places import

Import all places using the import wizard

From your computer

<9

%

Upload file

Updoad file in C5V, XLS or X1L5 format directly from your comguter

Copy and Paste

Copy and paste from Exged

atmy other spreadsheet. or even a web page
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HOW TO ADD CUSTOM
PLACE FIELDS TO YOUR
CONTACT INFO?

Repsly allows you to add additional fields to your places.
This can allow you to keep track of any additional

information that you and your reps want to have handy
when visiting clients.

Click on the and select

Create new groups by clicking the
. Give the aname.

Once you have added all of your necessary
fields always remember to click

AN repsly

(W

Bf)

BE

Activitbes

Places

Schedule

Files

_-) Reports

Hepresentatives

Forms

)

& Customize group attributes

Use custom attnbutes to customize your places

Tithe

CQuestions & input fields

Dalating or adding attnbutes will atfect all your places
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AN re pﬁly Q. Find places, reps, forms, files and products

HOW TO LIMIT MANAGERS e

=) Activities
TO INDIVIDUAL TERRITORY? Note
‘Ej Places
Repsly makes it possible to assign a territory to another (3 scheaute
manager so that when the Territory Manager logs in, they will
. . S 7] Files
only be able to see data from their specific territories.
(I.) Reports Restrict access to terntories Permissions
@ Representatives 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
Click onthe , then click on 5 territories e
F
and select the Backoffice o A
manager tO Iimit. Lales documents
Forms
Schedule
Statuses
. . . . . Audi
Then, restrict access to territories. This will T”“"“‘
dES

allow Managers to select territories to limit
to that specific user. Click to update the
Manager’s access.

Custom attributes
Application settings

Delete activities on Home screen
Imports

Places
Products

Price lists for Places
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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.

= .':]. E@j Erwya Evanowvska » @

CEED O

Click on the and then on the

ks, Feel free to customize thes form o caplure the detalls thal are most important Lo vour biand. These formes are avails CHD'D'SE FRDM LIEW

00 product Oemod of events oul in U Tesd. Fee Trse 1o Customee this foom W capture Uhe Oelails thal are mdsl rmportant (o your beang WE pl’EpEl"Ed some USEﬂJI fﬂ rms tﬂ
get you going fast

s You can select preapred useful forms or you
can create your own.
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Add questions to your form and define whether
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 action”
so that aresponse to that question leads to
another set of follow-up questions.

Check the 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
will get an alert on your email.

In the end, make sure that the form is marked as
active and then click

AN repsly

Activities
Places
Schedule
Files

Reports

) & O @B &) O

Representatives

Forms

Q Find places, reps, forms, files and products

» Forms

Use forms to keep record of your reps activities.

Title:

active form

(] Auto-fill on open

Description

Set form accessibility

Connected to places with any of these tags:

Start typing a place tag

Visible to these reps:
Start typing rep's name

Questions & input fields
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AN rEPSiy Q. Find places, reps, forms, files and products
SUBMITTED FORM P -
G Places All field activities .J' Bjelovar Rt
IN THE WEB APP? sl Zaaret
¢ E Schedule Forms (all) > A
() Searchforms
. o o o - Phot i
One great feature in Repsly is the option to edit (J Files 8
an already submitted form. Whatever the case is - Place Visits Event Details
. . . Report |
if you need to change some data in a submitted A2 - | - - Pozega
f | d t from our Web N Time & Mileage tracking Merchandising and Competitor Insight Report ) Gradiska S
orm you Ccan easlly do | Y PP. @ Rinrasertatives 3 A
Place notes Out of Stock ;radaﬂﬁg__f._,\ ﬁ’
/
( ;
E’] FOFmS MNew places Sampling Event Recap i shoricte: | MRS RN
Retail audits (all) > Visit Details
Click on the Activities Filter and select Sales documents (all) >
forms. You can further filter by which oA R e RS
specific form you'd like to edit. Press : 00:00 00:00 Okm
Enya Evanovska
5/1/21.3:16 PM — 3:25 PM [ rorm |
cVs Out of Stock

85 Seaport Boulevard, Boston,

- Massachusetts 02210, United States
12? Leave feedback o i ia
=156 /3256
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Select a form you want to edit.

You now have access to edit the information

on the submitted form. Once you're done

editing the information you'd like to change,
press the

B Out of Stock at CVS

Whiat product is out of Praduct D - g Enya Evanovska
stock? cvs
u 85 Seaport Boulevard Bost
United States
Scan bar code of
product
e Write a comment
Quantity neaded 10 6 (e a COMmMeE
Photo of shelf MNo photo taken LT‘.

22,
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HOW TO ASSIGN
A FORM TAG?

You can limit visibility to places with specific
tags, and to specific reps by name. This cuts
down on confusion, and thus makes your
reps more efficient in the field.

Click on the . Click on the magnifying
glass beside the form you wish to assign to a
particular place or rep.

AN repsly

Activities
Places
Schedule
Files

Reports

o) & [ [ & W

Representatives

Forms

‘i,r_j Leave feedback

Q Find places, reps, forms, files and products

L3

Forms

Use forms to keep record of your reps activities.

_Q Search forms

TITLE

E-}.rent Detalls
Merchandising and Competitor Insight Repm_-t
Out of Stock

Sampling Event Recap

e e el e R i o PR e
HFeres a ':.1I'Il',-|l' f;_! T SO !.:l§?|1 use for teams that do PIoOUcCT OBImDs OF 2ve

Vicit Details

2 HL L L L

I - ~ - o # —— . - - 4 —_— 1 -
mNaerges a '\.‘.l'l'l:_:"ll':' O YO ITHENL LSE TOF LEGImS At o0 MmeErcnNanoiising. retah Sxey

Here's a sample form you might wse for teams that report out of stocks Heel |

Use this form every time you meet with a referring physican. It will help to docum

Hiease use this form upon every store visit. This will help us collect key Information about

rea to customize this form to capture the detsil



15 Repsly Backoffice Manager Training Guide

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 assighments.

>
¥
®
'ﬁ
LB
<

Activities

Places

Schedule

Files

8 0 O 8 W

Reports

00)

Representatives

Forms

‘E:} Leave feedback

Q Find places, reps, forms, hles and products

[

Forms

UUse forms to keep record of your reps activities.

Title:
Event Details active form
[ Auto-fill on open
Description:

Please use this form upon every store visit. This will help us collect key information about each account.

This is a sample form that we have prepared for you. Your account administrator can can customize this form to
meet your specific needs using Repsly's form editor.

Set form accessihility

Connected to places with any of these tags:

Start typing a place tag

Visible to these reps:

All reps Start typing rep's name

Questions & input fields
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HOW TO USE
ACTIVITIES TAB?

Applying filters will allow management to
see and analyze specific activities, people
or places in order to manage and analyze

data more consistently.

Click on the to
filter activities.
If you select , your

news-feed will show all activities
chronologically. Use filters above the map
to narrow your search criteria.

The date filter allows you to
filter by date range.

The additional filters tab allows you to
filter by a specific rep, place, tag or
territory. Tags are the best way to filter
by specific account segments.

AN repsly

'ilg

Activities

Places

Schedule

Files

0 @ &

&)

| Reports

Representatives

(1)

Forms

C{ Find places, reps, forms, files and products

All field activities 01/01/2021 - 12/31/2021 |

All field activities

Forms {all)

Photos

Place Visits

Time & Mileage tracking

Place notes

New places

Retaill audits (all)

Sales documents (all}

T W &P

85 Seaport Boulevard, Bost
Massachusatis 02210, Unit
#17567374

Terry Quentin

| &= |
i
ME_'E.! pre fn:r-n eb
> Samob a Gornca
o]
| E6S5
irlovac Sisak
L 4l
|I‘r- Ll
e J
A h (
veluha-}ﬂladusa \
. L §
II. h'I_H r-.
% Cazin .y
>
FORM
>
Out of Stock
an,
ed States

5/31/21, £:20 PM — 7:49 PM

Veronika Vrbani

Out of Stock

42 Malogoricka ulica, Zagreb, 10110,

Lroatis

Add filter
‘ﬂ:i“.l-l. =
Bjelovar e B
5 | N
Virovitica
:J i -
Daruvar
KLTINa
41 | PoZega
Lonjsko polje .~ Nova Gradiska Sla
‘- gy 70| :
— -ﬁ__h = F
- at;radls‘_l-:_.jj_, A =
N’
Prijedor Keyboard shortcuts  Map data g
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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.

Clickon 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.

AN repsly

'Iig

Activities

Places

Schedule

Files

Reports

) 8 O @I €

Representatives

Forms

10

‘E‘f Leave feedback

'D, Find places, reps, forms, files and products

* All field activities - 01/01/2021 - 07/29/2021 -

Reps

- 34

¥ I I
e reps foay

bt P

Jan ‘21 Feb "21

— Reps

Team Effort

Days active Working time

Place visits

833

Jisits/day: 1.7

false

21

— Place visits Total Activities

Total mileage (m
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HOW TOFILTER
PLACES?

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.

AN repsly

Activities
Places
Schedule
Files

Reports

o) & 0 (O B O

Representatives

{1

Forms

i1
fL‘f 7 Leave feedback

{1 Find places, reps, forms, files and products

-+ Add filter

Territory "85S

Days since last check in

Status

Place tags

Assigned rep 502111 U
Place name

Place address etts 02127
Place ID

Activity completion > etts 02127
Forms >

Additional attributes > 5

7-Eleven 32476 (B)

91 Causeway St, Boston, MA 2114, US
#1003465434

7-Eleven 32480 (B)

8 Park Plz, Boston, MA 2116, US
#1003453542

T _Llearmm FT3A0N M

[0 Show map

OTHER

lerritory

East Coast

West Coast

Merchandising Team

East Coast

East Coast

East Coast

SLalls

> Import
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After you select the desired filter you can
narrow the search down by choosing additonal
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.

ﬁ\ repﬂly Q) Find places, reps, forms, files and products

Activities i Add filter Filters-2 ~

° Days since last check in -
Schedule

’ Status v
Files

Reports

Places

5 0 @ B

Q Search for places by id, name or address

[oe]

Representatives

Forms —_ Place &

o)

47 Social

49 Temple Place, Boston, Massachusetts 02111, Ur
#183197390

& Twelve Convenience

L 628 East Broadway, Boston, Massachusetts 02127
#20174183

7-Eleven

l 473 East Broadway, Boston, Massachusetts 02127
#17593455

7-Eleven 32466 (B)

261 Dartmouth 5t. Boston, MA 2114, US
#1003398454

‘f:"_," Leave feedback

7-Eleven 32476 (B)

I i ™ e camspens= Clk Musbaa LIA 444 110

morethan =~

i5 it Select place status
(0 Show map
OTHER
Territory Status
East Coast
West Coast

Merchandising Team

East Coast

Fact Mnact

(] sho

& Import
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+  Add filter Filters-1 :] Show inactive places ] Clear -

Once you set up these filters and click on O a8 HACES Y KL NG o B P — G fiaiat e ke Nl
on the left side of the page on your Place
list you will see only the places that meet the OTHER
criteria you just set with your filters. TR
49 Social
49 Temple Place, Boston, Massachusetts 02111, Ur  East Coast
F183197390

& Twielve Convenlence

428 East Broadway, Boston, Massachusetts 02127 West Coast
£20174183

7-Eleven

673 East Broadway, Boston, Massachusetts 02127, Merchandising Team
#17593455

T=Eleven 324656 (H)

Once you filtered your places you can export 2651 O SE Bt MAZLLBUS

. e . #1003398454
them, schedule a visit or edit them.
7-Eleven 32476 (B) (=] E E N
91 Causeway St. Boston. MA 2114, US East Coast e rf,a J:a.nf:f?
§1003465434 /2421, 4:52 Pl

J-Eleven 32480 (B)
8 Park Plz, Boston. MA 2114, US East Coast
i N T L

1 place selected B Schedule a visit
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If you decide to make edits, you'll have
a suggestions which elemets you want to
change.

/7 Edit 1 places

Activity

Pricelists

Reps

Tags

Territory

Statuses

Tarritory

UsA

terchandising Team

Mortheast

ot

Cancel
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-l'.:‘- rEPSI.y (1 Find places, reps, forms, files and products

HOW TO ASSIGN REPS TO e

SPECIFIC PLACES IN ONE iy | Coven Jdoo
m Places 261 Dartmouth St Boston, 2116, MA, US

B ' ON E OR I N BU LK o E Schedule Contact info Report Schedule
|::] Files Mame: ID:

You can easily assign reps to specific places. If you enable this 7-Eleven 32466 (B) 1003398454 & active ¢

feature, only the reps assigned to a location will have access (L) Reports

to that place and they will be the only reps that can complete HeCRETiVES i Tt

3 CtIVItI es at th at Iocati on. @ Representatives Enya Evanovska and 3 othersare assly ¥ - W East Coast x v
= Assigned
=] Forms P Enya Evanovska Assign price lists to this pls

Even Hartvig
Click on the . From your list of Places, S
. . Mark Jacobs
click on the specific place you want to update. g
f - Map view Contact info
[} Terry Quentin
Adc O Zac Bell Email-
City- Boston Phone:
On the place’s profile, there is a section
. State: MA, Cell phone:
labeled . Using the drop-down
menu, you can assign reps to that particular place. ar clio Vet
Press after you're done assigning reps. Country Us Contact name

A Country code: Contact title:

‘j" { Leave feedback
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HOW TOSEND A
MESSAGE?

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

Find the
module in your menu.

Create a new chat and
select teammate(s).

AN repsly

B Activities

'i:{_,} Places

[ schedule
[ Files
['—] Reports

{.ﬂ.] Hepresentatives

E] Forms

S7 Leave fesdback

i ikl
Ma Satellite i
P Novo mesto _-_".Emgf'f-‘ o eb
P Sama a Gorica
"h..':.l'. 9
n I{':rcf'qe :“-,J 18 |
+ )
5 S \_ Karlovac Sigi
- T \H__ . - b ] o =
— ! L
Rijeka
- 0
Coatigo
Crikrvarnica 5 . L
= "U'I"lkq_‘l.H'.\,II:I_I'i.d."ll
r .
3 { R
Google naane \ Carin ey

®  EnyaEvanovska

& 171 316 PN — 325 PM | romm
VS Dt of Stock

Anssprhuselis 07210 United States

Q Terry Quentin
5/31/21, &:20 PM — 7:49 PM [ FoRMm ]

WVeronika Virbani Ot of Stock

i wilbca, Zapreh, 10110

| ,':_:, 'i_,_LEI:E Emya Evanovska » ij

Messages B (4
o Clear Apply

I Even Hartvig - 24.05.2021, 4.36 PM T n { [ £-#42

Arry news from store managers? - = S (-7}

ot |
L Ap
. - = NFETH Yrha
L Mark as read Viewd all -y
: ) Dsijek fd Bpha
[} g .
[~
e
Folega 4 5
[ Eg1 | LE Elal-_c:u. Vi \Vinkoves ﬂ"-.l'-..:km'dr Mowi &
Lonjsko polje . 'Hova Graditia . ] o o N Hoew |
x e o Sl BVONSsK e, o
S H\\-""\-\. : Brod i | S K
b radigh . : == Sfeimaka
. e T - =y - [ I Mitrovica
.- . e ¥ ey ! Cpesacxa
Drijedor Heyboard snomecus  Map dats ©2071 GeoBasis-DE/BRG (C2007), Google  Terms of Uise  Repor & map e
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B Repsly Messenger

é Enya Evanovska Chat with Even Hartvig

Even Hartvig foncay, May 24
Advy MEs TIom S1ofe M
i Eovas o day going®

Just startingg. Wour diay wias good?

Aryy news from store managers®

Type your message or
choose the camera.
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Create group

Mame your group

L Search

fiark lscobs

Even Hartvig

Temy Cheenitin

Lelected: 2

t Mark Jarohs
e

You can create a group
chat as well.
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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.

Click on
Click on to schedule a
new visit.
You can choose a and select

‘Set as due date’ and that visit will be
visible to representatives every day up to
that date.

NEW VISIT

Place

Ftart typing Place name

Representatives

Start typing Representative name

Date
7/30/2021 [} Set as due date

Time Duration
Any time

Description

Tasks

Alerts

(] Repeat

N

ADD TO SCHEDULE CANCI
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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

Select a

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

Missed (red)
Upcoming (orange).

N repsly

Activities
Places

schedule

Files

5 O @ &

Reports

%)

Representatives

Forms

{1)

Q Find places, reps, forms, files and products

® Enya Evanovska

A=
Info E'E'J-"'U'rt Schedule
. ooNE ) (@ upcomin h! MISSED ,,1 (. uHHAHHEr:;—:}
SUN MON TUE
2 3 4
9 10 11

23

el
B

25

#4:50p 7-Eleven 32474 (B) 10:-10a Whale Foods AusL

4:52p CVS

VS

3 31

MONTH

WED

L

12

19

WEEK

DAY

THU
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HOW TO IMPORT
... SCHEDULE?

AN reps,ly (] Find places, reps, forms. files and products
a [E] Activities Schedul . ¢
NEWVIST , , chedules impor
* To make our app even more practical and to make it fast- = m Import all schedules using import wizard
€ inoor schecie er and easier for you to create and manage data we have _
. . m Schedule
| 7 ot achene I our Import function that allows you to create the data in TR
i it i 0] Fles
Excel and then import it into Repsly. Upload file
_ ) L " Ul il iy C5W. MLS o XLSX farmat dirscthy fromm your compLts
UNPLANNED ) TODAY May 24, 2021 > L] Reports
] ) B] Represantati & Copyand Paste
gam  7am  8am  9am  10am 1iam 12%m ipm  2pm  Jm  dpm 5 Click on and then click on the L i B Cooy and paste from Excel, any other spreacsheet.or even  web poge
o " inverted triangle next to the new visit button. Bl Forms
. - This will reveal the
Vooge 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.

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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'H:" f'EpS[},f Ll Find places, reps, forms, files and products
HOW TO SEE P - s
PHOTOS?

o @ Places
Gallery view Feed view
. . E Schedule

Gallery view allows you to see the details of a :
photo such as the name of the rep, time the (3 Files | b IR, e | £
photo was taken, name of the client, a download 38555545 T I 23::] | el
function and the ability to view the location of (1) Reports e wes— 7 ]
the photo on the map.

@ Representatives

@ Forms

Click on the

From your activities, select the Photos
option, and optionally select your date
range. Click

Add more filters to filter by

Photo tags if needed.
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Q. Find places, reps, forms, files and products E [;:1, @ Enya Evanovska = @

m 01/01/2021- 12/31/2021 - 4+ Add filter n Clear

Gallery view Feed view = Select all 14 photo

Select All photos or choose
individual Photos to download.

2 photos selected . &
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HOWTO
EXPORT NOTES?

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 :
Choose an Export option: Excel
spreadsheet or .csv file.

Click and the file will be
downloaded to your PC.

AN repsly

'Ilg

Activities

Places

Schedule

Files

5 [ @ &

Reports

™)

Representatives

m

Forms

Q Find places, reps, forms, files and products

01/01/2021 - 12/31/2021 +  Add filter

&

. Bjelovar —
P =]
Map Satellite g Siratn ;agg&sutaﬁeh Virovitica \'L__
=] L= ‘-""'_‘_‘ =
Samobo a Gorica v
o
KocCev)je 85 |
£
/"-\H‘) N s Daruvar
| : (E70
€| + o ﬂ.x‘\ e I"“‘“u Harigvai‘ 5153;3& Kutina
5 1‘_'\‘_‘;'_.-\..___' ~ .
P — ‘I'I:I';l‘l Hesa
) Rijeka B Polega
Opatiya Lﬂrljﬂ-l"-l:? DU'HE‘ MNova I"':Ed-'..’l';-kd Sia
&7 - ) 7% i
[:'Ih.-.-:.i-:l'ill._d b ""'“"“"l.h f 'r"“m__,m__m':."'r TLH @ F
Velika\Kladu3a J —&4Gradiska .
a / - ] il lh'\__,,f'r
Kk {

4 \ . [

Go GIE Baska y Cazin e Prijedaor Keyboard shortcuts  Map data €

Here you can easily export the data below

Q Terry Quentin
& 5/24/21,11:15 PM — 11:26 PM  norE )

Shop-N-Go The place was
188 Massabesic Strest, Manchester, great, the manag...

b | i e i e B s PRIE PREY Tkl s =
dew Hampshire 03103, United States

", P Bl Gl
F 09484209

®» EnyaEvanovska
6 of24/21. 5:29 PM = 5:34 PM NOTE
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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.

Click on the and then
click on

Click on the .Here you will
see 3 options for discounts : Order items and
order total, Only order total or Nothing.

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

A repsly

Activities
Places
Schedule
Files
Reports

Representatives

g B8 0O [ &

Forms

1)

77 Leave feedback

':l Find places, reps, forms. files and products

Application settings

Set up options on how the app will be used.

Localization
Places
Representatives

Time & Mileage

Forms

Sales documents

Schedules

Photos

Territories

Electronic signature

Enable discount for:

() Sales document items and sales document total

® Only sales document total

(J Nothing

(] Use custom sales document number

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

Use product images
If turned on you will be able to upload and display ir
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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 P ———— D OH ume &
B Activities - | LOUNDL . OTIWNZ - : e e
G Places
£ Schedule Reps Place visits Activities
m 34 833 1189
T gy . . . . : .
|;| Hepresentalies - i e
-y false
= | [Fodre

— R — Plate vislts

Team Effort
Days active Working time Total mileage (mi) Visited places

Summary Report: gives a high-level overview of
reps activities over a period of time .

Places
, Manage list of your places and easily analyze activities and trends.

01012021 Q7292021 Add more filters Wiew as: Rankings -

PLACE VISITS FORMS PHOTOS NOTES SALES DOCUMENTS RETAI

Q =
Q e
Q e :
Q
Q
Q o
Q o

11

Rankings Report: can be seen for both place
and reps. The purpose of this report is to rank
your reps or places by activity.


https://knowledge.repsly.com/hc/en-us/articles/360000960167-Create-clean-and-consistent-reports-with-trends-in-our-Reports-tab-VIDEO-
https://knowledge.repsly.com/hc/en-us/articles/360000984248-Gain-insights-into-your-team-productivity-and-accomplishments-using-our-rep-ranking-report-VIDEO-
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0U0L/2021 - 07/29/2021 1 " Oomarorr NN [T BPORT | 01/01/2021 - 07302021 T ey | | [ ovanrorn BN (7] oooer ]
Civler 1 i
Coverage Report
Analyze how well your team i covering the territory
Sales by Product Y
Analyze your sales results by Products
Total places  (7) Places visited  (7) Coverage (%) (7)  Time traveling  (7) Tmeatplce (7)) U™ tc::;-wm Q)
T
r
PRODUCT ID MAME PRICE SALES QUANTITY SALES TOTAL ~ Megan Hydorn 2z 1 50 % 19d 4h 1m dm EM‘E'W‘
Q 25 Canon EOS 5D Mark IV Camera £ 3099 27 £ 83473 i Fas a A T B
Q 23 Greenworks, BOV 18-Inch Cordless Brush ... $ 299 30 5 B970 o
Patrick 8 6 75 % 22d 4h 38m 1d 4m  Clessivisied
. : Mahoney ) ‘ S . o ) Places 0ot vished

Q 14 Beyond Meat. Beyond Burger %599 1188 $ 711612 -

Q 2 Opulent Gin $ 29.99 228 % 6837.72

Q 1 Vita Coco, Organic Coconut Water §2.99 1092 $ 326508

E,'t 11 KIND Bars, Peanut Butter Dark Chocolate 519 156 & 2964

Q 12 Hint Water, Watermelon $1.39 2076 $ 2885.64

g 10 Kraft, Criginal Macaroni & Cheese Dinner $ 20 135 § 2700

Q 15 Beautyblender, Original Blender Sponge %25 102 & 2550

Sales Report: this is a sales report by each Coverage Report: this report will analyze how

product well your team is covering your territory



https://knowledge.repsly.com/hc/en-us/articles/360000973767-Improve-your-coverage-and-team-performance-using-our-coverage-report-VIDEO-
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& Time & Milpage tra

Working Time

REPRESENTATIVE

m Tarner Dats

- 0170172021

- QI2NN -

Parait Loy

DATE WORKDAY START WORKDAY END MILEAGE START (MI) MILEAGE EMD [MI} FIRST WVISIT LAST VISIT MILEAGE TOTAL (M1} TIME I

A2l e021 325 PM

7/28/2021 10:15 AM

TG I021 126 PM

021 5721 PM
021 322 PM

2 106 PM
1 232 PM

358 P

10034 AM

312 Pt

233 P

0oy

330 PM 334 P 0.0

10-14 AM 2-44 PM

128 PM 1-29 PM
3 Ph 8 54 P

328 PM 42 p

109 P 310 P i
4 P P

Time and tracking: this report will show
you your Reps time and mileage

(24

B Merchangisingane  w | OLO1/2021 - O7A30V2021 - : 652D

- Merchandising and Competitor Insight Report

This report cowers data from 129 forms that match the fters vou set above

What aisle is the product in?

Lk E
[y
2
B
a0
0T
108
1 453 14
®rin By B M Sam
Coupons available? =

SNAPSHOT

Where is the product located on the shelf?

74
35
m ‘ I

@ Botiom B Mddle @ Top

Take a picture of the coupon

TREND 8 W

i
|
II’E

Form reports: different question types will

provide reports


https://knowledge.repsly.com/hc/en-us/articles/360001204608-Build-accountability-and-gain-insights-into-rep-activity-by-using-your-time-and-mileage-and-coverage-report-VIDEO-
https://knowledge.repsly.com/hc/en-us/articles/360000903648-Visualize-your-data-through-real-time-trend-analysis-using-your-custom-dashboard-VIDEO-
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HOW TO ENTER
PRODUCTS IN ACCOUNT?

Il_:_, L@j Erya Evanovsha = @ ‘l:i, FEPSL'"'
. . [Z] Activities

Using products in Repsly allows your reps to fill out purchase o

Forganization orders easier and faster, while reducing the amount of errors. G Praces
Your reps will be able to use the product monitoring features in £ schedule

e Repsly to monitor prices, out of stock, product availability and —_—
e o much more. -
PRODUCT = PRICE « ACTIVE (1] Reports
'izlfi!:_"l'_f'_ii_.l.llI:;‘:‘-I-_H.i' WY BUEML BUREIEEA, [MSPLOY &X 2SN &S LN 0.00 E,] F'.EEH’E!-EH[ET-“-’E!-

Click on the . Select and =] Forms

CHOCOUATE MILKY WAY MID NIGHT BARRA DISPLAY 12X24X1.76 ONZ

0.00 then click the

CHOCTH ATE IMIE RS WAt BN RO 5S4 12115 OF

Enter all mandatory data for this product. You

will also need to assign each product to a
product group, which you can customize to

s o s i L et 000 organize the products, however, makes the
most sense for your business.

CHOCULATE MILEY Way SIMPLY CARAMELLD & FACE FUN SLEE 2EXa 8 NS

CHOCOLATE MWIXTO MINLATUIRA BOLSA, 24X 105 CONE

Make sure the product is marked as
“ " Click

<. New product
B

P i Hep
Mioite

Product group

102 - Srannesr Mata

Mames

Barcode

Default price

SCLwE produc
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‘.':\‘ rEPSly ':1 Find places. reps, forms, files and products
HOW TO USE RETAIL AUDITS?
E] Activities ) .
i New retail audit
@ Places v
Retail Audits allow you to collect and answer questions about
your products in the store. ] Schedule
Mame-
: Files | B4 sctive retail sugir B8 Auto-fill on open
. . m Reports Description:
Click on the , located on the upper right
hand corner. Select and then click the (2] Representatives
button.
(=] Forms
Built-in fields
Give the Retail Audit a name. Some fields are
already built-in, but you can also add specific i S i radwhens
custom questions, that you want your reps to B ki i b 4 note
answer in regard to your products.
Set retail audit accessibility
Assign the audit to the individual products, and/or Connected to places with any of these tags:
| | ’Fhe entire prqduct group(s). O
You can do this by clicking on the + sign next to the
product line. Visible to these reps
Start typing rep's nams
Make sure the Retail Audit is marked as , then

click
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HOW TO EXPORT
PLACE NOTES?

AN I'EPSI.}I" O} Fond places, reps, Forms, Bles and products o Y 8 | ::_:\;: Erwa Cvanavsks w '*,51

Bl Activities 01/01/2021 - 12/31/2021 ¢ Add filter n Claar m

Exporting data from Repsly allow your & Pisces Bl &g y i ek, L

- ] ._ 3 % il diny J L .
Map satellite  yovomesta ngu”!&,:.lﬁreb Virguinca 'y 6 Iﬁf P Sombor
L7} . L -

1 1 i e S W W ML L Comtop
Management to further analyze information | Scheduie | G samonoela Gorica I ; -
gathered by field representatives. N -- osgek
=3 + L, 3o L
=) .1 1 r" . AL . h-:ll'-;jl..-ﬂf SI?_.I'-I“ ¥l _-—\-.-.
. r I"'| o ﬂl‘"‘\-.‘_,,_' __I..-::l"-l B |. m‘
[#.]) Reports '-.n ,_'_4"5“ o | Potaga oakovo o (:...,,_,.m‘.." Novi S
Dpatyo 7 Lonjako polje PRihA l.:l.‘l'.l'-.i.‘i Slavirtaki i e 5 Hoown Ca
[2] Representatives e o et S, WK brod o Sremak 7
o Wielik .].:IHI._:uJu.'E..J "'-,. ~ J " bﬂ:"d'l.i"!].-,_ ) .-"L.' ) ”:- = ::a-' P.1.|1I::;'l:|ﬁcil-:

. . ; ™ e "E;Lr | Coenciin
On the Main page click on the ) Fams Gocgle i * N P - * i

Y. Cazin L Kevhoard shomrirn  Map ks D071 CasoBacs DEHET FEOO09), Googie  Termw of Uk Rispord & mag s
and choose

Here vou can easily export the data below o+, Capoat

lerry Quentin
. @ A5 TTHES P 1174 Fed m
Click on the at the L Vs e
bap- M- G p

bottom of the list. Choose an Export 100 amasbesc e Mnchestr. great, tha manag.
option: Excel spreadsheet or .csv file.

Click and the file will be
downloaded to your PC.

EZOOIEA 70

& Craya Cvamowska

: : l... II. -.: i m

Liguor World Vary good

Ti? N i 347 Drcadvry, Saugus, feodback from th..

asacimnEls 1900 Liniisd States

#2300
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HOW TO DELETE
g AN ACTIVITY?

If you want to remove specific information
from your submitted activities, you can do
it manually from the Repsly web app as a
Backoffice user with the appropriate
permissions.

The place was great, the manager was very friendly Click on the .Choose
from your field activities the ones you
want to delete. Use filters above the
map to narrow your search criteria.

Terry Cuentin I a Write a comment @
Shop-M-(x0

1588 Mageabesic Sureet Maenchesoer, New Hampshice (3100, Uniseg States

You can by clicking
on the activity and then clicking on the
trash caniconin the top right corner.
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HOW TO COMMENT
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.

The place was great, the manager was very friendly

. . Terry Quentin Mvrite a comment
Click on the : i Shop-N-Go &

1588 Massabesic Street Manchester, New Hampshire 03103, United States

Scroll down and select the activity you
wish to comment on. Write your
comment directly in the

comment section on that activity.

Click . The rep who created the
activity will receive a notification
and they will be able to reply.
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HOW TO CREATE
P i il YOUR SALES
DOCUMENTS?

= 4:!. f@l Enya Evanovska @

ACTIVE
MNAME
Q ry Y
ﬂ Retur v
Click on the , located
e AR in the upper right-hand corner

of the page and select

Click on the
button.
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"‘:‘" rE'PSly Q  Find places. reps. farms. files and products
C'] Activities
»  New sales document
Tl Places - Configure your sales document
E| Schedule

Once the document is open, you will be able to
create a name and fill out the custom fields, tags and 3

Diociument name:

Files | active sales document
status.
(] Reports
Document attributes
are used to track different (] ‘ioresctiaiives )
status for an order. For example, you may want i
. . - Display product prices
to track if an order was processed, received and [Z] Forms R

shipped.

Document statuses

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.

Addl new status here and press anbed

Once you're done with setting up your sales
document, click on and make sure to mark

the document as active.

item attributes

A
.0 Leave feedback




43 Repsly Backoffice Manager Training Guide

HOW TO ASSIGN PRICE
LISTS TO YOUR SALES
DOCUMENTS?

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

Click on the you want to
assign your to.

To do that, open the Sales Document and scroll
to the bottom of the page until you see

available on the sales documents. Then

click on the button.

A~ repsly

=
&

F.
1

Activities

Places

Schedule

Files

Reports

Representatives

Farms

¢ Leave feedback

P =
- e T PSR - |—— = =
! Find places, reps, forms, files and products

itTem attrbutes

o Add item attributes

Custom document fields

Deleting or adding fields will affect all your sales documents

o Add new beld

Price lists available on sales document

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

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

Assign price lists to this sales document
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HOW TO ENABLE
DISCOUNTS FOR
ORDERS? £ ninie

".'h' I'EPS[}‘ Q. Find places, reps, forms, files and products

I

Activities .n‘ ﬁpph{:atlﬂﬂ settlﬂE.'S

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

2j

_,.
= &

E_:I Files i
Localization Enable discount for:
L—J Reports Places () Sales document items and sales document total
(2] Representatives _ ® Only sales document total
Representatives O Nothing
. E‘:I Forms . .
Click on the and then Time & Mileage
click on . [} Use custom sales document number
Forms If turned on you will be able to have your custom sales docum
displayed on sales documents
Schedules Use product images
Click on the _Here If turned on you will be able to upload and display images on ¢
you will see 3 options for discounts: Photos
1. Sales document items and o
Territories
sales document total,
2. Only sales documents total Electronic signature
3. Nothing.
Select the option you'd like to have and
then press

‘f"}’ Leave feedback
|
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""h' prSEy QY Find places, reps, forms, files and products

HOW TO FILTER o e Er—
AND EXPORT YOUR =R D

Map  Satellite = i i
SALES DOCUMENTS? i
o R . -
[] Files + = _. = v e L; o 3
R Rt L - Span
: _.ﬁ Resiorks —_— | X L‘nasu!t_m - @ Portugal 2
Click on the . Use the drop- B d | R Atlantic
o) x bativ 5 M T o Ocean OISed
down menu to choose your s8] Raveceaniativia '-'
. =) Forms Go gl‘E Mado Meica e i Kyt
For each Sales Document you can also
adjust the Order Status or - ———
£ 09 14 PRA — 3-35 PiA
filter by Order Status. & 41721.3:16PM - 325 P —
cVS Order
85 Seaport Boulevard, Bo $216.00
You can export the data to Excel or .csv
file by clicking on the
",i' Enya Evanovska
&9 572421 529 PM — 5:34 PM m
Liquor Waorld Order
367 F".5.-::.|'|':I'1.F.|-.:_i' 5, _ $1568.00
If all looks good, scroll back to the top of T

the page and click on the green
to confirm your changes. 2% Leave feedback




