ZERO REPORT SUBMISSION: QUICK GUIDE

Step One: Select Data Center on left hand side of screen.
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Step Two: Select New Zero Report from dropdown menu options.
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Step Three: Fill in the criteria as noted to include the Zero Report Month and Year.
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Utilize the dropdown options to select the month:

Agency: AQD00000-AGENCYTESTACCOUNT

Zero Report Month: v| %
1 =January
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5=May
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11 = November
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Utilize the dropdown option to select the year:
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Step Four: After criteria is entered, a green ribbon will appear to reflect report is valid. Once this
appears, select the green Create Zero Report button to finalize submission.
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