
• These instructions are broken down as 
follows

• Step 1   Enter Data
• Step 2    Enter Profile

– Step 2-a  Enter Site Overview and 
Characteristics

– Step 2b Enter Cost Saving Initiatives. 



STEP 1 ENTER DATA



select



Enter $ amounts

Enter footnotes for, at least, all 
categories with a significant change 
from either prior year, or long term 
trend.  Consider 20% significant. 

Include discussion of long term trends 
and changes from prior years

Enter data in all 
categories by selecting 

tab



Type footnotes here and save



• STEP 2 ENTER PROFILE
• STEP 2-A ENTER SITE OVERVIEW AND 

SITE CHARACTERISTICS



select



First create your Site Overview and Characteristics in 
word.  Do not save as a word document.  Save as a .rtf or 
rich test format.  To do so in Word Save as screen select 
file type at bottom of screen.  Second upload by putting 
the file address in the box above and select the upload 
key.  To view or change  what you uploaded, click the 

download button



Do nothing with this button 
– this automatically 

updated from the footnotes 
you already entered. 



• STEP 2 ENTIRE PROFILE
• STEP 2B ENTER COST SAVING 

INITIATIVES



Select cost saving initiatives



Click the new button to enter new initiatives 

Click the initiative title to edit 
an initiative



FILL IN DATA AND SAVE



• CONGRATULATIONS YOU HAVE 
FINISHED 

• THE END


