Download Checklist Templates as CSV
Spreadsheet Files

SUMMARY
Back up your checklist templates or share them with external managers
and admins.

Short version: 1) From the Checklists page in the Admin area, click the gear
next to the template you want to back up or share. 2) Select “Download
template”. 3) Specify where you'd like to save the downloaded file then
click “Save”. 4) Store the downloaded file or email it to others as an
attachment from your computer.
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How to Download Checklist Templates

Admins can download checklist templates as CSV spreadsheets for offline
sharing or collaboration with managers, brokers and other admins.

o Click your name in the upper right corner then "Admin / Settings".

e Click "Checklists" from the left menu.
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e For the template you’d like to download, click the gear then "Download

Template".
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o Specify where you'd like to save the downloaded file on your computer,
then click [Save]. The selected checklist template will be downloaded and

saved in the location you specified on your computer.



