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In some cases, you will need to 
click “Enable Editing” in Excel 
before you can start editing the 
file
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The orange highlighted are the 
columns you will be using to 
update rebates using the 
Import feature.
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Do not change the Distributor 
Partner name.  This is how the 
system will match the data in 
the import file and update the 
correct Distributor in the 
Portal.
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• The Supplier Payment Report must remain the 1st tab 
for Import.

• Additional Tabs may be added for ease of reconciliation
• Additional Instructions can be found in the Instructions 

tab.
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•

• Note: You can rename the file to something that makes the most sense to you
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