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Welcome to Repsly U! 

 

We are excited to talk to you about The Power of Audits. We are going to walk 

you through the following: 

• What is a Retail Audit? 

• Why do a Retail Audit? 

• What are the benefits of a Retail Audit? 

• How often should you do a Retail Audit? 

• Example 1: Retail Audit 

• Category Level Audit 

• Retailer-Specific Audit 

• Example 2: Competitive Audit 

• Example 3: Demo Audit 

Pairing the functionality of the Repsly software with your business goals can yield 

impressive results. For example, some of us have come to fear the word audit, 

but in Repsly, there is no reason to fear the word. Instead, think of it more as a 

powerful assessment tool! 

Audits in Repsly to coordinate your objectives and gain valuable information, 

moving you toward more successful reporting. 
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What is a Retail Audit? 

 

Why do a Retail Audit? 
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What are the benefits of a Retail Audit? 

 

How often should you do a Retail Audit? 
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Example 1: Retail Audit 

 

Retail Audit: View from the Mobile App 
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Category Level Audit 

 

 

Retailer-Specific Audit 
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Example 2: Competitive Audit 

 

 

Competitive Audit: View from the Mobile App 
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Example 3: Demo Audit 

 

Demo Audit: View from the Mobile App 
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How to Prepare a Retail Audit in Repsly 

The easiest way to prepare a Retail Audit is by following this order of operations:  

1. Create Product Groups. 

2. Add Product Lists to the product groups. 

3. Build the Retail Audit and add the product groups to it. 

Create a Product Group 

Product Groups can help you better organize your product list and keep even 

better track of them.  

1. Click Settings > select Products. 

 

2. Click + New Product. 

 

3. Enter the following mandatory information: 

a. Name 

b. ID 

c. Default Price (can be left at 0.00) 
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d. Click Save or Save and Add Another. 

 

4. Scroll down and click Manage Product Group. 

 

5. You can Add a Product Group as follows: 

a. Add to an Existing Group: 

i. Select an Existing Group. 
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b. Add to a New Product Group: 

i. Click + New Product Group. 

 

ii. Enter the Group Name 

iii. Enter the ID (NOTE: The product group ID is limited to 20 

characters, including the spaces). 

iv. Click Save or Save and Add Another. 

 

6. Close the window. 
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Import Product List 

1. Click Settings > select Products. 

 

2. Click + New Product > select Import Products. 

 

3. Click View Sample. 
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4. Click Download Sample Data Here. 

 

5. Click OK to close the window. 

6. Save the template. 

Add Data to the Template 

1. Once the sample template is open, you will see that three rows have 

been completed. These are data-entry examples. 

 

2. Either hand enter or copy/paste your data to match the formatting of the 

sample data. 

• Mandatory Fields: 

▪ ID 

▪ Product 

3. Once you have your completed data, delete the three rows at the top of 

the template.  

4. Save the file. 
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Upload the Template 

1. Click Upload file. 

 

2. Click Choose File > select the file > click Open > click Upload File. 

 

3. Click OK. 
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4. If you need to change your header name, click Edit > down-arrow. 

 

5. Click Ignore if you do not want to import that column. 

 

6. Click Import. 
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7. You will receive a progress message. Click OK. 

 

Add Existing Products to the Product Group 

1. Click Settings > select Products. 

 

2. Search on the product > click the product you want to assign to your New 

Product Group.  
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3. Scroll down and click the Dropdown Menu.  

 

4. Select the Product Group > click Save Changes. 
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Creating and Assigning a Retail Audit 

Retail Audits allow you to collect and answer questions about your products in 

the store 

1. Click Template > select Retail Audits. 

 

2. Click + New Retail Audit. 

 

3. Name the audit. 
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4. The following fields are built-in: 

a. Product Availability 

b. Product Promoted 

c. Product Price 

 

5. You can select the following fields: 

a. Product Stock Level 

b. Note 
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6. You can ask specific custom questions your reps want to answer (for 

example, “How many customers purchased this product during your 

demo?”). Click + Add New Field. 

 

7. Select one of the following question types: 

a. Short Text 

b. Long Text 

c. Numeric 

d. Yes/No 

e. Selection 
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8. You can Assign the Audit to specific places and reps by entering names 

and selecting the results: 

a. Places with tags 

b. Representatives 

 

9. Select the Question Type > enter your question > click if the question is 

mandatory. 

 

10. You can associate your products with the audit in the following ways: 

a. Click + (plus sign). 
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b. You have two ways to select the product(s): 

i. Search and select individual products > click OK. 

 

ii. Select a Product Group (proceed to the beginning of this 

cheat sheet to learn how to Create a Product Group) > click 

OK. 
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11. Select Active Retail Audit > click Save. 

 

 


