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STOCK AND SALES REPORTING REQUIREMENTS 
Reporting Guidelines for 2nd Tier Partners 

 
 
These Reporting Guidelines are designed to help you successfully comply with the reporting requirements of the 
programme and ensure the automated integration into Symantec Channel Knowledge system.   
 
Rules of automated integration:  
 
Retail Partners are required to report Sales and inventory on a weekly basis. 
 
Weekly Deadline:  The deadline for sending these reports is set as each Tuesday, prior to 17.00pm GMT.  The date 
in the report should strictly be within the reporting period.  The report should reflect a period from Saturday to 
Friday of the previous week (for example; sales out for week 01) should be sent to Symantec at the beginning of the 
next report period (example: sales out for week 01 should be received beginning of week 02). 
 
Monthly Deadline: Please ensure reports at month end are sent the first Tuesday following fiscal calendar month 
end. 
 
Email Address:  The report should be emailed as an attachment file to WW_Sellthru@symantec.com 
 
Sales and Inventory report can either be combined or split into two separate reports/tabs 
 
The file name(s) where possible should be in the following format(s): 
 

 For sell out report.  weeklysales-yourcompanyname-country-week#-year.xls 

 For inventory report.  weeklyinventory-yourcompanyname-country-week#-year.xls 
 
In the report file names, the only part of the report name that is expected to change is the date.  The rest of the 
report name should be remaining the same.  As an example file names would be; 
 

 Weeklysales-Symantec-FRANCE_01_2010 
 
Format:  Partners should use the template provided as a guide to which fields are mandatory.  The report must be 
an excel file but the format does not need to follow the template exactly. Once a report format has been agreed 
then the report must be in this format going forward.  Excel files should not contain formulas or links.  Additional 
information outside of the mandatory fields in template below is accepted. 
 
Sell Out Report Template 
 

 
 
  

Partner Name REPORTING_WEEK ORIGINAL_SKU DISTI_PARTDESCRIP SELLTHRU_QTY ONHAND_QTY ONORDER_QTY

Name of reporting partner Date range of period 

Symantec Sku #/ 

EAN number Product Description Quantity Sold 

Quantity On 

Hand

Quantity On 

Order
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Data definitions 
 
Name of reporting partner: This should be the name of the retail partner whose sales and inventory data is reported. 
This can be in a column or as a header on the report but must be present. 
Date Range of the period: This should give the range of dates that the data refers to. Inventory figures should be as 
at the last day of this range. This can be in a column or as part of the header. 
Symantec Sku:  Please ensure that the part number is in the exact same format as given to you by Symantec i.e. 
10025958-IN and not 10025958IN or 10025958-in at week end. Symantec Part Number may be replaced by EAN 
codes. 
Symantec Product Description:  Cross check product description matches with part number given 
Quantity Sold: Number of units that are sold within the reporting period   
Quantity on hand:  Number of units that are physically in stock including obsolete items at week end.   
Quantity on order:  Number of units ordered and not yet in inventory at week end. 
 
 
Please enter all data correctly:  Any file with data in the wrong format or missing data is classified in the system as 
“incorrect” and cannot be processed.  
When an “incorrect” file is received, partners are notified by email and asked to send the correctly completed file.  
This may delay processing and cause you to miss the deadline.  
 
Criteria to be considered reliable 
 
For a tier 2 partner to be considered reliable it must meet the below criteria: 
 
• Report full quarter’s inventory and sales for prior 2 quarters 
• Report over 80% on time prior two quarters 
• Report in format that Sellthru team approve 
• Do not report invalid skus for prior two quarters 
 
If the partner meets these criteria than the Sellthru team will turn the “reliability flag” in Sellthru to “reliable”. 
Sellthru must approve this before the switch is made. 
 
For more information please contact your Symantec representative or the Sell Thru team located in Mountain View 
(USA) the main HQ for Symantec.  This team is responsible for the collection and consolidation of all Sell Thru and 
Inventory Data across the EMEA region. 
 


