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1) Login process

First time login: select the “Forgot your password” option.
An email will be sent to you with the procedureto create a

new account.

Login: Insert your credentials and press “Log in”
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Remember me

I agree 1o the terms B
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2) Data transfer process

On the HOME menu.

Select ANNUAL module

1) In the navigation bar (top).
2) Pick data transfers and
then dataimport

> Annual

Data Transfers

1) Go to the ANNUAL Questionnaire excel file
2) Add the new datato 2017E
3) Export to CSV
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Under the data transfers page
1) Click “Full Import”

2) Click “Choose File” button
3) Select the csv file that was
created in the previous step
4) Click “Open”

5) Click “Import CSV”

Data transfer should take around one minute.
Then, refresh the Data transfers/Data Imports page.
The import is completed when the statusis:

1) “Validated”

2)“Processed”
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1) Validate the structure
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2) Process the data
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Processed
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3) Reports
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Under the ANNUAL module.
Select one of the available fuels.
Conditional to your credentials.
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4) Data 360°

Get info on: ',lei.__‘

1) Notifications 4 ~—

#~ ™ Under the ANNUAL module
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5) Notifications
Select Quest; Year

Under the ANNUAL module. Press n(.me button.
# = Select Data 360° An email will be sent to:

@ aammne Data 360° -

Do you wish to notify [EA?
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