UNITS UPLOAD INSTRUCTIONS

Get spreadsheet template
e Go to Units Page to download “Unit Data Template”.
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Complete spreadsheet

o Fill in Excel spreadsheet with unit information. Refer to “Unit Upload Data Definition” to learn
how to complete the spreadsheet.
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Upload spreadsheet

e Go to Units Page to upload spreadsheet.

o Click “Browser” or “Choose File” if you are using Chrome.
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o Select the completed spreadsheet from the pop-up menu and click “Open”.
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e Click “Upload File”.
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e When units upload is done, unit records will be displayed.
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File uploaded: SampleUnitData xlsx
The Excelfile has been processed. Total 8 rows of data uploaded.
Unit ldentifier Bedrooms | VWacant

Qccupy Date | Current Rent
1211712007 1907
0
2/18/2008 2284
1111996 2560
6/28/2013 2025
5/30/2014 1758
2/1/2012 213
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