Bulk Importing PM Tasks

1. Click the Admin tab and navigate to the Import Data feature.

2. Click the blue Import Data button in the top right corner of the page.
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3. Select PM Tasks under “What are you importing?” and click Download Template at the bottom of the
page to download a template to enter bulk task information. Within the template, columns with an

asterisk (*) must be completed.

4. Upload the complete template from your device then click the Import PM Tasks button at the bottom

of the page.

Import Data

@ Drop file to import. File types accepted: .xlsx and .cs

What are you importing?

Tenant Companies Vendor Companies Users Visitors Floors Suites

Comman Area Properties Equipment PM Procedures PM Schedules

Materials Work Orders () PM Tasks

) Upload PM Tasks

Drop file to import, or browse

Issue Types




