
1

Upload Location Schedules via
Spreadsheet

1 On this page of the Application for New Accounts or New Location Adds, instead
of clicking "+New Location" proceed to the next step.
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2 Click this checkbox to Upload Locations via Spreadsheet.

3 Click "Download Template". This will advise you that you are leaving the page, click
okay and then this will download the spreadsheet to your browser.
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4 This section tells you how to fill out the first 3 columns in the spreadsheet.

5 Open the spreadsheet and save as needed. Fill out the required red highlighted
cells. Click the checkboxes if you want to include that column's coverage in your
proposal. How you fill out each cell will determine what other cells get highlighted
to prompt you to answer. Save the spreadsheet when completed.
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6 Now click "Import Locations".

7 Click "Choose File" then select the spreadsheet you saved from your files.
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8 Click "Submit" if you see your file correctly selected in the choose file box.

9 While it is working on Uploading the file it will show... "Uploading and importing...
Please wait."
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10 When upload is complete, click "Done Uploading Spreadsheet".

11 Now you should see each location added from the spreadsheet on this screen. If
you need to add more or remove some, you can do that from this page. If you
would like to use the spreadsheet to add more locations you can do so by
following the same steps. As you can see the Location Number to paste into the
spreadsheet has now updated to the next location number available. When all
looks well, click "Continue".
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12 To validate and rate each location you will need to click into each one. Do not
Continue past this page until each location has a green bar next to it.

13 Click into each Location Number.
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14 Click "Save Changes" .

15 If you missed a required question in the spreadsheet or if you need to add a
Location Contact, you will get an error message at the top of the screen. Click on
the error message for it to take you to the missing information. Update the
required missing information and then click "Save Changes" again.
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16 Once each location has the green bar next to it then you can click "Continue" to
proceed with your proposal.


