Creating a Batch
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1. To create a batch, click on the "Create New Batch" button.
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NOTE: For efficiency, keep batches below 300 plans.
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2. Type in a name for the batch, select the checklist from the drop down menu of your desired plan type and click on
"Ok". You will be directed to the batch menu where you can add plans to your batch.
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In addition, you can select an existing batch. To select an existing batch, click on the batch name.
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