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8 Exporting a Report to Excel and/or PDF

This section explains how to export and save your reports to either Excel or PDF for future use.

8.1

1.

Export and Save to Excel

In the report window, select Export from the File menu.

A list of export options is displayed. The default option is Excel with formatting.

Export Options
| PRO1 - HUD Granks and Program Income:

Export; | Wheole report ~

&) Excal with formatting

O Hma

O Plain bt Dotmiter: | Comma &
[ Esport metric vakions as textV

[ Expont headrs as test™

1 Export fiter detads

[0 emeen extra column from exported U"ﬁm

(1) Exeel only
() Excet with frematting cnby

[ nek prompt me agsn,

Select the option Excel with plain text if it is not already selected.
3. Click the Export button in the lower right corner.

The File Download window appears. The user has the option of selecting Open, Save or Cancel

the report download as shown in the figure below.

File Download

Do you want to open or save this file?

'Lg] j Mame: PRO1_- HUD_Grants_and_Program_Income_, xls
il Tvpe: Microsoft Excel Worksheet, 81.0KB
From:  www21.hud.gov

Open ] l Save ] [ Cancel

Always ask before opening this type of file

i T While files from the Intemet can be useful, some files can potentialy
Q harm your computer. f vou do not trust the source, do not open or
= save this file. What's the risk?

4. Select the Open button from the File Download screen displayed above.

The report is displayed in the web browser in Excel format.

Page 26



IDIS Online Reports User Guide

IMPORTANT! If your web browser blocks the report from being displayed for security reasons,
follow your browser directions to download and open the report in your web browser.
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Although the report looks like it is an Excel file, the report is still displayed as a web page in your
Internet browser and not actually saved as an Excel file. You must complete all of the sub steps
in the next step in order for your report to properly display later.

5. Save the report:

i) From the File menu in the browser window displaying the report, select the Save As option.

i) Inthe Save As dialog that appears, locate and open the folder where you want to save the
report.

iii) Enter a name for the report in the File name field.
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Save As @rz|

Saveini | Reports v @~ 3|Q X {3~ ook~

Py Network

Places | Save astype: |Microsoft Offics Excel Workbook (*.xds) P ol ]

NML Spreadsheet (%, )

WML Dista (*.md)

Singe File Web Pags (*.mbt; *,mhtm)

Wb Page (* htm; * beml)

Template (*. k) L

6. Select Microsoft Excel Workbook (*.xlIs) from the list of file type options.
7. Click the Save button.

The report is now saved as an Excel file.

8.2 Export and Save to PDF

Alternatively, you can export reports to PDF by selecting the PDF icon as shown on the right.

Shared Reports My Reports Create Report My Subscription:

{2} [ DIS > Shared Reports > PR 01 - HUD Grants and Program Income >

File * View ~ Data v Format ~

Hg =~ R0 G0 o]z 40w

PAGEBY:|pro.0ram: | CDBG \v

Fund Type Grant Number Authorized

Amount

EN BYOMCSS0006 $14,682,000.00
B91MCSS0006 $16,313,000.00
B9ZMCSS0006 $16,392,000.00
B92MCSS0006 $19,980.000.00

A list of export options is displayed.
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8. Select the desired options from the screen above.
9. Click the Export button in the lower right corner.

A transition window will appear.

G 3 D > > 80110 G nd Prorom e > POF

Rsport name: PRI - HUD Grants and Program Income

Current stahus: Report nesdy

Foeport descripton: This report deplays all CPD grants fo enfSements and siates
b the Sublfnds and subracis crested from these grants.

You may safely dose this window once your results have come badc

e windom

10. The PDF version of the report will be displayed in a separate window. To save the report file to
your computer or other location, select the Save Icon shown below.
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11. The Save a copy window will open. Here you can save your report to your computer or other
location.

- =B

My Documents

My Computer

My Nebwok  Figpar: PR pd = | S|
Saveastype: | Adobe PDF Files [ pdf) -l Cancel |
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