Add Multiple Reporting Periods

Last Modified on 02 & 2:64 pm EST

If you need to add many new reporting periods at once, instead of creating them
individually, you can create new reporting periods in bulk by uploading a spreadsheet
containing all their information.

For the bulk import, you can upload all columns that you see in the Reporting Periods
Index except for the % Complete column (which is calculated automatically based on
Activity Reporting Period statuses).

You can use this functionality to:

1. Create new reporting periods in bulk (enter new rows in the spreadsheet; anything
without a reportingPeriodID gets added)

2. Edit existing organizations in bulk (edit the spreadsheet as-is; anything with a
reportingPeriodID gets updated)

Creating New Reporting Periods in Bulk

To create new reporting periods in bulk, first go to Results->Reporting Periods to open
the Reporting Periods Index page.
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On this page, use the gear button in the upper right corner to select the columns you
want to use:
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Name B Start Date EndDate Submission Start Date Submission End Date % Complete. Reporting Cycle:
2015Q1 1Jan 2015 30Mar 2015 1Apr 2015 30Apr 2015 o% Quarterly
201502 14pr2015 30Jun 2015 1ju12015 31Ju12015 o% Quarterly
201503 1)ul2015 305ep2015 10201 310a2015 o% Quarterly
201504 10a2015, 31 Dec 2015 1jan2016 31Jan 2016 0% Quarterly
2015 Year 1Jan2015 31 Dec 2015 1jan2016 31Jan 2016 o% Annual
2016Q1 1jan 2016 30 Mar 2016 1Apr2016 30 Apr 2016 ’ 66% Quarterly
2016Q2 14pr 2016 30Jun 2016 1)u12016 31)u12016 0% Quarterly
201603 1)u1 2016 305ep2016 1062016 310a2016 o% Quarterly
2016Q4 102016 31 Dec 2016 1jan2017 31Jan2017 o% Quarterly
2016 Year 1Jan 2016 31 Dec 2016 1jan2017 31jan2017 0% Annual
20171 1Jan2017 30Mar 2017 1Apr 2017 30Apr2017 o% Quarterty
2017Q2 14pr 2017 30Jun 2017 1Ju12017 31ju2017 o% Quarterty
201703 1)u12017 305ep2017 102017 310a2017 o% Quarterly
2017Qe 102017 31 Dec 2017 15an 2018 31Jan 2018 o% Quarterly
2017 Year 1Jan 2017 31 Dec 2017 11an2018 31Jan 2018 o% Anwal
20181 1)an 2018 30Mar 2018 14pr2018 30Apr 2018 o% Quarterly
2018Q2 14pr 2018 30Jun 2018 1Ju12018 3112018 o% Quarterly
201803 1)u12018 305ep2018 102018 310a2018 o% Quarterly
2018Q¢ 102018 31 Dec 2018 1jan2019 31Jan 2019 o% Quarterly

Once you have the columns you'd like, click the gear button and select "Export" to get an
Excel template of the displayed existing reporting periods:
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Name B Start Date End Date i (Eeeon

2015Q1 1jan2015 30 Mar 2015 14pr2015 30Apr 2015 ¥ tmport
2015Q2 14pr 2015, 30jun 2015 1)u12015 31ju12015 Columns
201503 1)ul2015 305ep 2015 102015, 3102015 v Name

@ start Date

1504 10a201 1 Dec 201 1Jan 201 1Jan 201

20150 oct 2015 31Dec 2015, Jan2016 31jan2016 v endome
2015 Year 1Jan2015 31Dec2015. 1)an 2016 31jan2016 @ Submission Start Date
2016 Q1 1jan2016 30 Mar 2016 14pr 2016 30 4pr 2016 @ submission End Date

@ % Complete
2016Q2 14pr 2016 30Jun 2016 1)u1 2016 31J012016

@ Reporting Cycle
201603 1)u12016 305ep2016 102016 3102016 O Centified?
201604 10c2016 31Dec2016 1)an2017 31Jan2017 Certify Date
2016 Year 1Jan2016 31Dec2016 1)an2017 31Jan2017 Annual
20171 1jan2017 30 Mar 2017 14pr 2017 30 Apr 2017 Quarterly
2017Q2 14pr 2017 30jun 2017 1)u12017 31ju12017 Quarterly
201703 1)u12017 305ep2017 102017 31002017 Quarterly
201704 102017 31Dec2017 1)an2018 31jan2018 o% Quarterly
2017 Year 1jan2017 31 Dec2017 1)an2018 31jan2018 o% Annual
2018Q1 1Jan2018 30 Mar 2018 14pr 2018 30 Apr 2018 o% Quarterly
2018Q2 14pr 2018 30jun 2018 1)u12018 31ju12018 Quarterly
201803 1)ul2018 305ep2018 102018 3102018 Quarterly
201804 102018 31Dec2018 1Jan 2019 31jan 2019 o% Quarterly

You can delete all the rows from the export, but it's not necessary. Add the rows for your
new reporting periods at the bottom with a blank reportingPeriodID:

A B ‘ C ‘ D E F G H
reportingPeriodlD Name Start Date End Date  Submission Start Date Submission End Date Reporting Cycle
2021Q1  1/1/2021 3/30/2021 4/1/2021 4/30/2021 Quarterly
2021Q2  4/1/2021 6/30/2021 7/1/2021 7/31/2021 Quarterly
2021Q3  7/1/2021 9/30/2021 10/1/2021 10/31/2021 Quarterly
2021 Q4 10/1/2021 12/31/2021 1/1/2022 1/31/2022 Quarterly
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(The four rows highlighted with no reportingPeriodID are the new reporting periods this
import will create.)

For new rows in the spreadsheet, you can only import Reporting Cycles that already exist
in the system. To add new Reporting Cycles, see Manage Reporting Cycles .

Once you have your spreadsheet updated and saved with the new reporting periods you
want to add, click the gear icon again and select Import:

Search reporting periods Q #-
Name B Start Date End Date 2 Export

2015Q1 1Jan 2015 30 Mar 2015 1Apr2015 30 Apr 2015 l ¥ import l

s a2 1hpr 2015 30jun 2015 11201 312015

1503 1iz01s 05ep2015 Toazors a10a201

mses 102015 310ec 2015 1jan 2016 31jam206

2015 Year 1jan 2015 31 Dec2ots 1jan 2016 31jam2016

w01 1jan 2016 202016 1hpr 2016 0012016

meq 1hpr 2016 0jn2016 12016 31jui2016
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w170 12017 05ep2017 Toaz07 31002017 o Quartery

201708 1oz 31 Dec20r? 1jan 2018 31jam2018 0% Quartery

2017 Year 1jan2017 310ec 2017 1jan 2018 31jan2018 o Al

w01 1jan 2018 20Mar 2018 1hpr 2018 2040r 2018 0% Quartery

s Q2 1hpr 2018 002018 12018 31208 ox Quarterty

0803 1zors 0sep2018 Toazoms 310a2018 o% Quarter

808 1ozt 31 Dec2ore 1jan 2019 31jan2019 o

This will open a pop-up window to walk you through the upload process:
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You can click the Choose file button to browse to the file or drag the file from your
computer directly into this box and drop it here. The system will evaluate the spreadsheet
for any invalid fields; it will warn you if it finds any problems with the sheet. If everything
looks fine, you'll get a confirmation showing how many reporting periods it found and will
import:
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If the number for import looks wrong to you or you get errors that you need to fix, click
the Clear upload button to remove the file, go edit and save it again, and then restart the
process.

Once everything looks good, click the Continue button to complete the import:
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You'll get a confirmation message once the import is complete; click the Done button to

close it.
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Once you click Done, your Reporting Peirods Index page will refresh and you'll see your

new reporting periods there!

Editing Existing Reporting Periods in Bulk

You can also use this tool to complete bulk updates to existing reporting periods. To do
so, follow the first few steps to download your Reporting Periods Index into Excel. Then

edit the spreadsheet that you downloaded--for example, to change the submission
window for multiple reporting periods, etc.

Didn't answer your question? Please email us athelp@devresults.com .
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