Upload Title | Comparability Report

1. Select District Document Library in the upper left Main Menu.
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3. Open the folder and locate the “Title | Comparability
Report. Click on the + sign to open the folder and
click Edit Documents beside the document name.
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4. Click on the Document Template
“Comparability Report”. This will
download the template to your
computer.
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Document Information

Document Name Title | Comparability Report

Folder Hierarchy 2017

Title | Comparability Report
Upload Begin Date &/31/2016

Upload End Date
Minimum Required Count 1
Maximum Allowed Count

Document Template Comparability Report

Upload Document
Documents/Links

5. Click on the downloaded document to open it

(lower left of your screen)

843c2223-85f0-433....docx

6. Open the document and Click on Enable Editing. Complete it per the instructions in the

document.

7. Save and name the document to a folder on your computer. Close Microsoft Excel.

8. Return to GMAP. Return to the District Library

and click on Upload Document.
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9. Click on Choose File and | ypioad Document
locate the document
created from the

Test District (test) Public District - FY 2017

Document Information

template' Enter a Document Name Title | Comparability Report
Document Name and Folder Hierarchy 2017

. Title | Comparability Report
click Save.
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Document Name: :201?T\tle\ Comparability Report 2
Document: | Choose File | Upload Title | Co__ility Report.docx o

Document Description:

10. To verify a successful upload, go [{ District Document Library
to the District Document Library [ st pistrict (test) Public District - FY 2017
and click on Document History
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