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Your data entry grid will come up below. Note fields with an (*) are required. Other fields are optional.
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Enter data into the grid then click Save
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Clicking on any column header that is
underlined will give you a popup of

selections for that field.

Once data is successfully saved it is ready to be posted.

Movement was SAVED without errors.
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Click Post. You will get a popup screen telling you it is posting and then has successfully
posted the designated number of events.

Note: If you have errors in your data grid you can still Save and Post those that do not contain errors. You can then come
back later to correct those errors. See Sheet Review.

2|Page



