
Entering Projects into ePM for 
Right of Way 

 
    Check the spreadsheet: 

-   No spaces in Summary No,*Pin*, Project No*, or  
        Parcel Number* columns 
    -  No commas in Parcel Size column 
    -   Spell check 
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 Remove the instruction lines from the top and bottom of 
the spreadsheet by deleting the rows that they are in. 
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 Save the spreadsheet: 

- File 
- Save As… 
- Local Disk (C:) 
- Import Summary 

Folder 
- Save name without 

Capital letter or spaces  
in it, and save it as a  
Tex (Tab delimited) 
 (*.txt) file.  
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 Log in to ePM 
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     Select Right of Way from right column 
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 Select 750 Ownership Status from R/W menu 
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 Select 770 Acquisition Date Import from Acquisition 

menu 
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 Click Upload File Button 
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 Select the spreadsheet file and open it. 
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 Click Close button 
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 Click Import File Button 
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 Double click Lead box and select the lead for  
           the project, click  OK. 
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 Click Move Data into Right of Way button 
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 Click the Exit button 
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 Go top the 750 Ownership Status Screen. 
 Enter the Pin of the project that was just entered. 
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 Click the eXecute botton  
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  Open Summary tab 
   Verify that the information entered correctly. 
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  Enter date notified 
  Double click Date Notified box and select the date.  

Click OK.  
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To exit ePM 
 
 
 
 
 
 
 
 

 
    Select Exit button at the top of the screen. 

 19



 
 
 
 
 
  
 
 
  
 
 
 
 
  Select ePM Home at the top of the screen. 
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 Select Exit at the top of the screen. 
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   It’s closed, close the window.  
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Please direct uploading questions to: 
 
Alan Dearden  801-965-4256 
 
Jolene Ottley   801-965-4246 
 
 
 
 
 
 
 
 


