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Welcome to Repsly U! 

 

What is a Sales Document? 
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Why work with Sales Documents? 
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Sales Documents Best Practices 

 

Examples: 

 

Order Form 
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Returns 
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Swag Inventory 

 



Repslu U: The Power of Sales Documents 

 

P a g e  7  |  2 1  
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How to Create a Sales Document in Repsly 

 

Before creating your Sales Document, you need to complete the following tasks 

in Repsly: 

1. Add Products 

2. Add Pricelist 

Add Products to Repsly (2 Methods) 

 

Method 1: Add Products Individually 

 

1. Click on the Gear icon > select Products. 

 

2. Click + New Product. 

 

3. Enter the following information for the product: 
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a. Name 

b. ID 

c. Default Price 

d. Product Group: select from the drop-down list or click Manage 

Product Groups to create one. 

e. Tags (if applicable): select from the list or Add Tag in that window. 

 

4. Make sure Active is checked > click Save. 
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Method 2: Importing Products 

On the Products page, you can import products in bulk. This method is highly 

recommended if you need to enter more than a handful of products.  

1. Click the Gear icon > select Products. 

 

2. Click + New Product > select Import Products. 

 

Download the Sample Template 

You can create your own file to upload your products, but we have a sample 

file to simplify the task. 

1. Click View SAMPLE. 
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2. Click DOWNLOAD SAMPLE DATA HERE. 

 

3. Click OK to close the window. 

4. 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 product data to match the 

formatting of the sample data. 

 

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. To change your header name, click Edit > click the down arrow> select 

the correct header name. 

 

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 a Pricelist to Repsly 

 

1. Click the Gear icon > select Pricelists. 

 

2. Click + New Pricelist > select New Pricelist. 
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3. Enter the Pricelist Name > click Save. 

 

4. Click Products on Pricelist. 

 

5. Click Import Products to Pricelist. 
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6. Take the list of products you want to import, and make sure to keep the 

following columns with the correct column names for the import: 

a. Product ID 

b. Product Price 

c. Active 

 

7. Click Upload file. 

 

8. Click Choose File > select the file > click Open > click Upload File. 
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9. Click OK. 

 

10. To change your header name, click Edit > click the down arrow> select 

the correct header name > click OK. 

 

11. Click Import. 

 

12. You will receive a progress message. Click OK. 
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Create a Sales Document 

1. Click Templates > select Sales Documents. 

 

2. Click + New Sales Document. 

 

3. Enter the Document Name > select Active Sales Document to make the 

sales document visible on the mobile app. 
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4. Check the desired Document Attributes: 

a. Allow unavailable products 

b. Display product prices 

c. Allow negative quantities 

 

5. Enter Document Statuses. This field is used when a sales document has 

been completed by a rep, and it requires a manager’s feedback for that 

document. For example, if a rep completed a Returns document, their 

manager would select one of the following options in Repsly regarding 

that document: 

a. Accepted 

b. Denied 

In this example, the manager is going to track the progress of the order 

with the following options: 

 

6. Set your Item Attributes. This field describes the status of items in your price 

list. For example, you are tracking product returns in Repsly, but you want 

to know the reason for the return. 

a. Click + Add item Attributes. 
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b. Enter the name of the Attribute > click Mandatory if desired. 

 

c. Enter the associated options to the item attribute. 

 

7. Enter Custom Document Fields > click Mandatory for items required to fill 

out. Some examples include: 

a. When the order was taken 

b. When the order was processed 

c. Who approved the order 

d. Other information relevant to your business 

 

8. Click Save. 
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9. Click Choose Pricelist. 

 

10. Click the Pricelist > click Save. 

 

11. Once finished setting up the sales document, click Save. 

 

Note: once your team performs a pull-down to refresh their mobile apps, 

these documents will be visible under Sales Documents below Orders. 

 


