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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. 

 Export and Save to Excel 

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

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

 
 

2. 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. 

 

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

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

 

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

The report is now saved as an Excel file. 

 Export and Save to PDF 

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

 

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.  

 

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. 

 
  


