Sustainability Dashboard Tools Training Manual:
Adding Data through Manual Entry and Upload

Step 1: Choose your Group or region (if applicable.)

Step 2: Click the Facility location for the building you want to add data.
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Step 3: Click on the category you want to add data to. For example, you might want to add data for
Sewage in the Water category.

Step 4: Click on the category in the list of spreadsheets that appears to edit the data form or upload a CSV
file of data. In this example, we’ll select the Sewage spreadsheet.
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Manually Enter Data 	
  
	
  
Step 5: You can add data manually or upload a CSV file of your data through this page. To add data
manually, go to Step 6. To upload data as a CSV file, go to Step 10 on page 5. (If you need help with
creating a CSV file see How To Create a CSV File on page 8.)

Step 6: If necessary, choose your measure if it is different from the default measure.
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Step 7: Adding data manually is very easy. Simply start entering data in the form that appears.
Tab (or click) through the fields to automatically save your work.

	
  
Step 8: Once you’re finished, click on the name of your facility to return to the graph view and see your
data in the bar (and line) graphs.

	
  
NOTE: You can also add targets in the fields at the top of the form, change the year for which you are adding
data, or chose an alternative date range option (i.e., Monthly, Bi-Monthly, Quarterly, etc.)
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Uploading Data
	
  
Step 9: The most efficient way to add historical data (for multiple months in the past) is to create a CSV
file of the data and upload it. To begin, click Upload Data.

Step 10: You can select your CSV file from selecting Browse to choose the file locally from your computer.
To learn how to create a CSV file, see How To Prepare Your Data as a CSV File.
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
CHOOSING QUANTITY: Be sure to choose the Quantity type (measure) for the data you are uploading before
you upload!
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Step 11: Once you select Upload, your data is loaded instantly and a confirmation message will appear
letting you know it uploaded successfully.

	
  
FAILED UPLOAD: If your data was not loaded successfully, you’ll need to check the format of your data and reupload. Below is an example of data that failed to upload correctly.
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