
Exporting Data Out of RICS 

This document outlines how to export RICS to a format that can be uploaded to Retail Orbit.  

This document assumes that you have already completed the OTB Setup and Class Mapping 

found in Setup>Manage Stores>OTB Setup. 

Running the RICS OTB Export Report 

To get started, you will need to go to Reporting>Report Creator as shown below: 

 

From this list of reports you will see that there is an Open-To-Buy option, and if you click on 

that you will see a report called Management One Export (see below-left): 

When you click the Management One Export 

report, report options will appear on the right-

hand side.  Give the report a name that makes 

sense to you (usually recommended to include 

the date of the export so that you know what 

data it includes).  Under the File Type Options, 

it should be left as CSV, however, you will 

need to click advanced options so that you 

can make sure that the file extension is set to 

txt, and the field delimiter is set to Space.  

When the File Options are correct, it should 

look similar to the image below: 

  

 

 

 

 

 



Next you will need to set the report options to the date range that you are running the 

report for.  If you were running a report for the current month, you could select “Month To 

Yesterday” from the Report Period drop-down menu.  You can also choose “Selected Dates” 

if you want to set the time period manually.  Warning:  You should not have a date range 

span over multiple periods.  This report is meant to generate one file per period, so if you 

needed to run a large group of time, it should be broken up into separate files per period 

(i.e. one file for January 1 – 31, and a second file for December 1-31, as these would be the 

January and December period files).  Here is an example of a report being run for the 

January 2023 time period: 

 

Once you have all your settings set, simply click the “Run” button at the bottom of the 

screen and RICS will generate a report in a format that is uploadable into Retail Orbit.  If you 

want a copy emailed to you when it runs, you can enter an email in the box labelled “Email 

A Copy To:” in the file options area of the report settings.  

 

 

 

 



If you want a copy emailed to you when it runs, you can enter an email in the box labelled 

“Email A Copy To:” in the file options area of the report settings.  Otherwise the report will 

generate in, and be accessible by, RICS reporting (in the Report Manager).  When the report 

has completed it should be a text file with Client Code, Class Codes, Period, and Data all 

separated by a space.  The final file should look something like this: 

 

 

Should you experience any issues, or just want to test that your export is working, please 

reach out to the support team by emailing us at support@retailorbit.com.  Or if you’d 

prefer, please feel free to book a shuttle support appointment by going to 

retailorbit.setmore.com to book a day/time that works best for you, and we would be happy 

to have a look at this with you.  
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