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How do I correct a report submitted through a web 
form?
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Form-based reporting: Editing a sent report

Note: do not change the language 
settings between these actions

1. Select the report, activate the rows 
for the period and click Visualize
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Form-based reporting: Editing a sent report

2. Choose Export in Excel format

3. This downloads a zip file where you 
will find the data send in Excel format

4. Edit the relevant rows and cells
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Form-based reporting: Editing a sent report

5. When you edit a period that has already been sent or a new period, you have to 
create the form from the start by clicking Create
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Form-based reporting: Editing a sent report

6. Save the form first and then select Import an Excel file. Import the Excel file you 
edited earlier to the form: 

7. Save the data. Complete other data, validate the report and send. 
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