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Step  Duplicating a Project

 Navigate to "Bookings 
> Projects > All"

Contents

 Use the green “Duplicate” button 
to duplicate your desired Project



Step  Project Details

Contents

 Click on the yellow edit pencil



Step  Project Details

Contents

 Change the Register Type option to "HAFP Names Only"



Step  Block Details

Contents

 Navigate to "Blocks > Register"



Step  Adding Participants

Contents

 Click "Add Row" where you will be able to enter 
the participant's information across the register

CHEVRON-CIRCLE-RIGHT Please Note: Make sure to click "Save" if you 
have added any new participants to the register



Step  Importing a Template Register

Contents

 Click the "Import" button



Step  Importing a Template Register

Contents

 Click the "Export Current Register"  Open the downloaded spreadsheet



Step  Importing a Template Register

Contents

 Fill in the spreadsheet with participant information. You will be able to use the drop down lists for items such as School, 
Ethnicity etc. Alternatively, you can copy participant data over if you have this saved elsewhere

CHEVRON-CIRCLE-RIGHT Please Note: Save 
this document to your 
computer once all 
participant information 
has been entered



Step  Importing a Template Register

Contents

CIRCLE-6 Once the spreadsheet has been selected, click "Save"

 Once the spreadsheet has 
been saved, click "Browse" and 
select the saved spreadsheet 
from your computer



Step CIRCLE-6 Need Help?

Contents

Contact Us:
Phone: 0330 088 4595

Email: support@coordinate.cloud

Visit our 
Help Centre

support.coordinate.cloud

Chat with Support 
via the Need Help? Icon 

in the application
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