Q: How can I save
time entering dates?
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A: There are many ways that you can enter dates into ZIMS.
Here are some tips to save you time:

e Make sure that the Date Edit Format in My Preferences is set to how you want to enter the date. You can
record dates and view the dates using different formats. You may want to record the date by dd/MM/yyyy
(example 21/07/2014) but view it as dd/ MMM /yyyy (example: 21/Jul/2015).

e You can use the calendar icon to select a date. This is usually quickest only if the date being recorded is in

the same month as the date of data entry.
® You can record the date inserting “/” between the day, the month, and the year (example: 25/03/2014).

¢  You can even record the date WITHOUT the “/” punctuation (example (25032014)

Many thanks to Tina Bouttle from Wildlife & Wetlands Trust who submitted this tip!
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Make sure that your My Preferences are set to how
you want to enter the date.
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To save time you do not need to insert ““/”” between the day, month and year if entering
by hand.
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