
Damage Inventory
Template
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Applicant Event Profiles
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Step 1: Click My Organization

Step 2: Click Applicant Event Profiles



Manage Damage Inventory

Step 1: Scroll 
down to Damage 

Inventory Bar

76

Step 2: Click 
Manage



Download Damage Inventory Template
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Step 1: Click Import

Click Import then select 
Download Template



Download Damage Inventory Template Pop-Up Box
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Step 1: Click Open With

Step 2: Click OK



Enable Editing

Click Enable 
Editing
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Complete Damage Inventory Template & Save
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Complete each column then 
save on your computer

DO NOT CHANGE TEMPLATE OR SKIP LINES



Upload Damage Inventory Spreadsheet
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Step 1:  Click Import

Click Import and select 
Upload Spreadsheet



Select Damage Inventory Spreadsheet
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Step 1: Click on the 
saved template

Step 2: Click 
Open



Damage Inventory Template with Errors
Step 1: Verify 

Errors or Warnings

Step 2: Click 
Cancel Import
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Note: All areas with errors will be 
highlighted in red.  Correct the errors on 
Excel Template form, then import again



Cancel Import

Click Cancel Import
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Import Damage Inventory Template With No Errors

Step 2: Click Commit Import

Step 1: Check 
Errors & Warnings
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Commit Import Pop-Up Box

Click Commit Import
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Damage Inventory Template Upload Log 

Uploaded Damage 
Inventory
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