
WebERF – How to Import a Report 

After logging into your account, click on the Create a New Report link: 

 

 

Select the Reporting Period and agreement you will be reporting on.  Make sure to select “Import File” as your Data Source: 

 

 

 

 



 

Click “Create Report” to upload your file: 

 

Click on browse to locate your file that you will upload.  After selecting your file and Header row, click “OK” to start your “Report Import Setup”: 

 

You will need to match your column headings on the right to the corresponding import fields on the left (your column headings do not have to be in the same 

order as this example).   



 

Once you have matched the items, click on “Preview Import” to preview the uploaded information. 

 

 

 

 

 

 

 

If the information is in the correct places, click on “Continue” to move on to the “Entity IDs” matching page: 

 

 

 

 

 

 

 

 

 



 

Once you match your classifications to ours, click “Build Report” to view the report: 

 

 

 

 

. 

 

 

 

 

 

 

After the information uploads to the reporting screen, click on Calculate to view your report.   


