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Date:
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column 

blank

5 numberic 

characters

4 numberic 

characters

5 numberic 

characters w ith 

f irst character 

alw ays a 0, 

therefore format 

column as text so 

all characters are 

displayed

10 alpha-

numberic 

characters

Format as 

number, not 

currency Alw ays UND01

Alw ays 

populated w ith 

a 1

See Recource analysis 
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populating this column. 

The 3 alpha characters 

should be all caps.
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the cell blank.

Optional f ield.

Maximum of 30 characters
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Populate these 3 columns only if Column G is populated 

with a Project number

WHAT A JOURNAL LOOKS LIKE AT UND
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JOURNAL TRAINING 

Welcome to part 2 of journal training 

 The Bones of a journal 
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A 30 character line can 
be added to each 
journal
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Part 3 – the types of journals






