National Radon Action Month - Batch Activity Upload

Enter up to 500 activities on the template spreadsheet, following the instructions below. After completing the spreadsheet, upload your file at http://www.radonleaders.org/nram/upload. Your activities will be uploaded into our national database within two (2) business days of your submission. If you have questions or technical issues with the upload, please contact info@radonleaders.org. 

Columns highlighted in orange on the spreadsheet template are required. Please remember:
· You must use the spreadsheet template provided in order for your activities to be uploaded in the national database in a timely manner.

· If you have more than 500 activities to submit, download and submit a second spreadsheet.

· Please do not submit the same activity twice on two different spreadsheets, as this may cause duplicates in the system.

Detailed Instructions
Please follow the instructions below when entering data on the spreadsheet template:
	Column
	Data Entered

	Column A
	Enter a descriptive activity title (required).

	Column B
	Select an activity category from the drop-down menu (required).

	Column C
	Enter an activity start date in mm/dd/yy format (required).

	Column D
	Enter a start time for your activity in h:mm am/pm format.

	Column E
	Enter an activity end date in mm/dd/yy format.

	Column F
	Enter an activity end time in h:mm am/pm format.

	Column G
	Enter a description for your activity. Space is unlimited (required).

	Column H
	Enter the number of test kits distributed as a part of your activity. This number can be updated later after your activity has been entered in our database.

	Column I
	Enter the street address of your activity.

	Column J
	Enter the room number, building name or other location information for your activity.

	Column K
	Enter activity city (required).

	Column L
	Enter activity state abbreviation (required).

	Column M
	Enter activity zip code.

	Column N
	Enter the name of a contact person for the activity (required).

	Column O
	Enter the name of the organization that planned and executed the activity.

	Column P
	If this activity focuses on outreach to American Indian/tribal communities, insert the name of the tribal community reached.

	Column Q
	Enter an e-mail address for the contact person for the activity (required).

	Column R
	Enter a phone number for the contact person for the activity.

	Column S
	Enter a website address where more information is available about the activity.


