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STEP 1

On the Home page click the To-do header

STEP 2

Click on TAP Report To-do
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STEP 3

Click on the name of the report i.e. "July 2023 ABC Company TAP.xlsx"

STEP 4

click on "Download"

In order to update the TAP report you will want to download the excel document and save 
to your computer. Once appropriate changes are made, you will need to upload to the 
To-do task.
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STEP 5

To get back to the To-do task, click the X in the upper right corner.

STEP 6

Responding to the To-do step 1

First, attach the updated TAP Report by clicking the paper clip.

Created with 4 of 8

https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


STEP 7

Responding to the To-do step 2

Click "Add a comment..." to add any dialog. This is where you would con0rm that all 
transactions are 1%%5 business.
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STEP 8

To complete the upload

Click send and "Nark as complete"

INPORTA:T6 "Nark as Complete" otherwise Prime :umbers is not noti0ed that you have
responded.
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STEP 9

Click on "Back" to return the main screen 
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