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Depending on what you are doing, Exporting your information 
to Excel might change.  This document describes three 
common processes. 

 
Process 1 – Export to a Local File  Pgs      3-12 
Process 2 – Export to a Spreadsheet  
   – MHTML file   Pgs    13-16 
Process 3 – Export from Display Document Pgs    17-28 

2 



 
PROCESS 1 – Export to Local Files 
 
1. Click on:   Menu      System     List      Save     Local File 
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You will receive this screen and be asked what format should be used to save 
the report.  
 
2. Click the radio button for Spreadsheet. Click the green check mark. 
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3. Select a file path and name (click 
the box at the Directory window 
for dropdown). 

 

 

4. dd 

 

 

 

 

5. After you select the path and file 
name, the window below will 
come up. Click on Generate to 
create the file. This type of export 
will not automatically open, you 
will need to follow instructions on 
the next pages.  

 

 

 

 
 

4. The next window will allow you to 
select the actual file path and 
name the file.  Make sure to keep 
the Files of Type: EXCEL Files 
(*.xls). 
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The only thing you will see after you click Generate is a message at the 
bottom of the screen indicating something was transmitted. 
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FINDING YOUR REPORT 

You will need to open the document from the location where you saved it. 
  

1. Click on File      Open     File Path  (Home (H))     File Name (TB GL.XLS) 
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The data is not actually saved in an Excel format, you will need to take a few 
more steps to open/save the report. 

 

2. In the box, click on Yes. 
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You will be brought to the Text Import Wizard, the page should open with the 
radio button “Delimited” marked. 

 

 3. Click on Next. 
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Step 3 – the screen will show 
how the columns will be 
separated, click Finish. 

Step 2 – make sure there 
are checks in front of 
Tab and Treat 
consecutive delimiters 
as one, click Next. 
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Your data will be set in columns on your spreadsheet. You will need to finish 
using Excel to format the data in a manner that is useful for you. 
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The document is in Unicode Text (*txt) format, you must do a “Save As” to 
save the report in an Excel Workbook (*xlxs) format. If you do not save 
the document in an Excel format you will have to reformat each time it is 
opened. 
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Process 2 – Export to a Spreadsheet – MHTML format. 
 
1. Click on:  Menu      List      Export     Spreadsheet 
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2. The Excel (in MHTML 
Format) will 
automatically be 
marked; click green 
check. 

 

3. You above window will open, 
click on save. 

 

4. When the following screen 
opens, click Yes. 
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Excel will open with your data.  
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The document is created in “Single File Web Page (*mht,*.mhtm)” format. 
When you do the “Save As” to save the document to a folder and create 
a File name; be sure to change the “Save as Type” to Excel Workbook 
(*.xlsx). 
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Process 3 – Export through Print Preview 
 
This process would be used if you want to export a document view to Excel. 
  
1. Display the document  
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2. Click on:  Menu       Document      Print Preview 
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You will be switched to the Print Preview screen 
 
3. Click on: More (double arrows on right)     Export as Local File 
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4. Click the Spreadsheet radio button, then click the green check. 
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5. Click in the Directory field to highlight it; then click the box on the right to 
select chose the file path and name where you want the data saved. 
 

21 



The window below will pop up, chose the file path and give document a File 
Name. Do Not Change “Files of Type: EXCEL Files (*.XLS). 

 

7. Click on Save. 
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Your selected information will populate the fields in the Document Overview 
– Display area. 

 

8. Click Generate 
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You will receive a message at the bottom of the screen indicating that the 
document was exported and saved. 
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FINDING YOUR REPORT 

You will need to open the document from the location where you saved it. 
  

1. Click on File      Open     File Path  (Home (H))     File Name (Process3.XLS) 
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The data is not actually saved in an Excel format, you will need to take a few 
more steps to open/save the report. 

 

2. In the box, click on Yes. 
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Your report will open in Excel. 
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Do a“Save as” and change the “Save as type” field from Unicode Text (*.txt)  
to an Excel Workbook (*xlxs) format. It will save notes and changes 
better. 
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