                     
                               [image: image1.wmf] 



Submitting Your Company’s A/R to BCI~NACMNE & NACMCT Using EXCEL
Creating an EXCEL File:

If you already submit your company’s A/R data to another credit reporting bureau such as D&B, Experian or Equifax, you need only copy that file and follow the directions to Save the Excel file below.   

If you do not currently submit your A/R data electronically to any other party, the format listed below describes how to layout your Excel worksheet.  A/R data contained within the excel file must match this format. If you cannot provide information in a particular column or field, leave an empty column as a placeholder. 

	Column 
	Description
	Notes
	Maximum Field Length
	Format Type

	A
	Customer A/R#
	Your system’s A/R #
	15
	Text

	B
	*Business name
	
	40
	Text

	C
	*Street Address
	
	30
	Text

	D
	Address 2
	
	30
	Text

	E
	*City
	
	20
	Text

	F
	*State
	State code
	2
	Text

	G
	*Zip Code
	5 or 9 digit zip code
	10
	Text

	H
	*Phone number
	10 digit phone number
	10
	Text

	I
	Open Date
	MMYR or MMYEAR 
	6
	Text

	J
	*Report Date
	MMDDYR or MMDDYEAR
	10
	Text

	K
	Last Sale Date
	MMYR or MMYEAR
	6
	Text

	L
	*Balance
	Dollar amounts must be in whole dollars; do not include cents, decimal points or commas
	8
	$

	M
	*Current
	
	8
	$

	N
	*01-30 days past due
	
	8
	$

	O
	*31-60 days past due
	
	8
	$

	P
	*61-90 days past due
	
	8
	$

	Q
	*91 + days past due
	
	8
	$

	R
	Terms – payment due by – cannot include discounts for early payment
	
	7
	Text


*  Required Fields
Saving the Excel File in a .csv format:
1. Click on File
2. Click on Save As
3. Select  “.csv” (comma separated values).  We can only accept files in .csv file formats.
4. In the Filename window, enter the filename in the format “NNNNMMYR”
a. NNNN = NACM New England  member number (e.g. 123)
b. MM = month to which this data pertains (e.g. January = 01)
c. YR = year to which this data pertains (e.g. 11 = 2011)

5. Send the file you have created “1230111.csv” to datasubmission@nacmne.com
Sample Excel spreadsheet for NACMNE member #123 for containing August 2011 data (1230111.csv)

	AR #
	BUSINES NAME
	STREET ADDRESS
	ADDRESS 2
	CITY
	ST
	ZIP CODE
	PHONE

	AR0001
	STOKE EXPORTS
	AV.DO CONTOR NO 8000
	
	SAO PAULO
	FL
	6455
	5635551446

	AR0003
	COMPUTERS R US
	5001 WEST CYPRESS
	SUITE1099
	TAMPA
	FL
	33609
	2425558967

	AR0007
	JOHN S RUBBER CO
	1490 HAMILTON RD
	
	ONTARIO
	
	NBW 50N
	5915558000


	OPEN DATE
	REPORT DATE
	LAST SALE
	BALANCE
	CURRENT
	1-30
	31-60
	61-90
	91+
	TERMS

	05/1996
	1/31/2011
	
	0
	
	
	
	
	
	N30

	
	1/31/2011
	12/1999
	-80
	
	
	-80
	
	
	COD

	10/1932
	1/31/2011
	12/1999
	730
	
	700
	
	30
	
	None
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