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YSM Post Award Reporting User Guide: Updating Annual Salaries - Reference 
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Updating Annual Salaries
[bookmark: _Toc425171623]To update your personnel annual salaries at beginning of the new fiscal year navigate to your Data tab.
Copy the current FYXX (in this example FY25) column salaries (Highlight and then Ctrl C)
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Then paste the values as text in the same cells (right click and choose the Paste Option [image: ])
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Manually enter your new FY salaries into the Current Salaries column (column H)
Adjust the formula in the actual current FYXX column (in this example it would be FY26 which is column J) to be “=[@[CURRENT SAL]]” in cell J455 and then drag that formula down to the pertinent cells for the Personnel in column J.
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