
How to add additional lines under an Activity
It is important to follow these steps so that the imbedded formulas are included when you add
additional lines.

1. Highlight the row numbers on the far left

2. Right click and select Copy
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3. Highlight the row number on the far left where you want the lines added. Be sure to place it so
that all new lines for the activity can be added without over lapping existing information.
Consideration should be given to set-up the spreadsheet for the number of Activities and lines
needed for the phase or sub-phase before entering UCR Codes.

4. Right Click and select Insert Copied Cells
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Results View
Now you have 27 total lines.



How to add an additional Activity to the spreadsheet
It is important to follow these steps so that the imbedded formulas are included when you add the
additional Activity.

1. Begin by highlighting at the Activity line and continue for the number of lines needed for the
additional activity.

2. Right click and select copy

3. Highlight the row number on the far left where you want the new Activity to begin. Be sure to
place it so that all new lines for the activity can be added without over lapping existing
information. Consideration should be given to set-up the spreadsheet for the number of
Activities planned for the phase or sub-phase before entering UCR Codes.

4. Right click and select Insert Copied Cells
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Results view with New Activity Section



Entering UCR Codes and optional formatting
NOTE: It is recommended that you have your Caps Lock feature on although the code can be either
upper or lower case.

1. Enter the desired UCR Code in Column A and press enter – the Description and Unit Type will
auto populated.

2. To increase the row height to display the complete Description, RP/Consultant Comments, or
DEQ Comments:

a. Have your curser in the appropriate column/row that needs to increased,
b. Select “Format -Autofit row height,
c. Left click the mouse and the row will expand as necessary.
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Results view with Expanded Row Height


