Set Date Format
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Date formatting can be set in Docboss in three places:

e Under Admin, for the whole system (System Menu > Admin > General)

e On Project Config. Templates (System Menu > Admin > Customization > Project Config. Templates)
e Onindividual projects (Project Menu > Set Up > Project Configuration > Main)

Admin (General)

To see the current date settings for thewhole system or change the date format setting go toSystem Menu >

Admin > General.
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Here you can see the current date format settings. If you'd like to change this, select a different format from the

drop down menu and save the change (bottom right).
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Project Config. Template

Date formatting can be set on project configuration templates from the "Project Profile" section of the "Main" tab.
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Individual Project

If the customer wants the date displayed differently than others, you can change the date formatting for the
individual project. To do this, navigate to Project Menu > Set Up > Project Configuration. Under the "Main" tab,
expand the "Project Profile" section and update the date format to the desired value.
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Regional Date Formatting

To update Excel's regional formatting - On your PC type "Set Regional format" in your search bar.

Web

More w

All Apps Documents
Best match
Set regional format

System settings

Search work and web

L set regional format - See work and web

results

O set regional format cd

£ powershell set regional format

Set regional format

> System settings

) Open

£ set regional format
T




Set your Country or region (1) and select Change Date Format (2)

Note: If using MM/DD/YYYY or M/D/YY set your country to United States.
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Regional format data

Select Change data formats to switch among calendars, date, and time
formats supported by the region.

Calendar: Gregorian Calendar
First day of week:  Sunday

Short date: 1/22/2021

Long date: Friday, January 22, 2021

Short time: 11:35 AM
Long time: 11:35:29 AM
Change data formats

Select the drop down for "Short Date" and choose the date format that matches your date setting in DocBoss
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The dates and times above are provided as format examples.

You may need to close and re-open excel for the changes to take effect.

Date errors while uploading CSV files

If you are getting date format errors when uploading CSV files into DocBoss it is likely caused by Excel's regional
settings. When Excel opens on your PC it displays date formats according to your regional settings. See our article
here for more information.


http://support.docboss.com/home/csv-date-errors

