
On the PLCB+ Main Menu, click on Submit Report: 

 

 

Select the License from the dropdown menu and click on NEXT: 

 

From the dropdown menu, select Sales by Product RTDC and then click on Download Excel 

Template: 

 

 

 

 

 

 

 



 

Select the downloaded file to open: 

 

 

Use the dropdown arrow when selecting the quarter: 

 

 

After entering all information, Save the file to your computer. 

 

 



Click on + New Import File. 

 

 

Select the file to import and click on Upload: 

 

 

After the file is uploaded, click on Validate & Import: 

 

 

 

 

 

 



After the file is Validated (no errors found), the file will import and look like the screen below. 

You will then click on SUBMIT at the bottom of the screen. This will submit the report to the 

PLCB. 

 




