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Step 1:  Open Oracle HR and click on Batch Updates.
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Step 2:  Select Batch Updates and then click the Open  button and the Batch Update window will appear.
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Step 3:  Click the Browse button and the Open window will appear.
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Step 4:  In Folders: Locate and click on the saved text file (i.e. C:\My Documents\Res-Conf.txt).  Once the file has been selected, click OK.
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Step 5:  Click the Update button to process the text file.
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Step 6:  A message will appear indicating either a successful or failed update. Click OK to complete the batch update process.
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Step 7:  If an update is rejected an error message will indicate the number of updates that were rejected. A batchlog folder will be created in the MYDOCUMENTS folder located on the user's C:\ drive. Click the OK button to continue.
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Step 8:  Navigate to C:\MYDOCUMENTS\BATCH\ folder and select  the batchlog.txt file.
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Step 9:  The batchlog.txt file will contain the error information associated with the rejected records. Click the close "X" button located at the upper right hand side of the Notepad window to complete this section.
