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Technical Tips for the Data Report

1. Save often! You can never push the “save” button too often!
2. Please do not hit the "Submit Report" button until you have had a chance to review your responses and make any necessary changes.  Once the report is submitted, you will not be able to make changes on your own.  Instead, use the save function until you are sure the report is accurate and final.

3. For proper formatting of the form, use Internet Explorer as your web browser to open the Data Report instead of Firefox, Netscape, Mozilla, or Safari.

4. If the screen is not formatted correctly when you open the form, check your text size by clicking “View ( Text Size ( Medium.”  

5. If you use AFI2 version 1, check your pre-populated numbers to make sure they are correct.  Please note that changes made to your numbers in the Data Report DO NOT affect data housed in AFI2.  Also, if you choose to override a number, only that field in the data report is affected.  It does not override all pre-populated numbers. 
6.  If you use AFI2 version 2, check your pre-populated numbers to make sure they are correct.  Please note that changes made to your numbers in the Data Report DO NOT affect data housed in AFI2.  Also, if you choose to override a number, only that field in the data report is affected.  It does not override all pre-populated numbers.  We prefer that you make updates to your data in AFI2, and we can re-populate your Data Report once you have made those corrections.  Please contact the AFI Data Team for help with this process.
7. When using the “Print Report” button on the Data Report form, please give the system a moment to make sure that the entire form is downloaded first, before you select “File ( Print.”  Use the “Print Preview” button to make sure the form is downloaded completely.  
8. For grantees with no participants in their AFI project, please download Instructions for Completing the Data Report for Projects with No Participant.  

9. Do not wait until last minute to complete the form!
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