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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 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.

| Export Options

| PRO1 - HUD Granks and Program Income

Export:  Whale report v

® Excel with formatting
O v
O Plaintext Delmker: Comma v

O Export metric values as text()
O Export headers a5 tex!m
[ Export fiter detals

[0 remove extra column from exported vxf?)

(1) Excel only
(2) Excel with foematting only

Dl)or-:kptwﬂmeaoum

W

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.

File Download @

Do you want to open or save this file?

@ : Name: PRO1_-_HUD_Grants_and_Program_Income_.xls
1l I Type: Microsoft Excel Worksheet, 81.0KB
From: www21.hud.gov

[ Open ][ Save ] [ Cancel ]

Always ask before opening this type of file

& While files from the Intemet can be useful, some files can potentially
L ham your computer. If you do not trust the source, do not open or
b 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.
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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.

ttps://www21.hud.gov/mstr/export/20100407154912036 - dows Internet Explorer

@ &)~ |4 htips:/fwww21.hud.gov/mstr/export/20 100407154512036 v 3 ] 49| % | [Goo |2~
File Edit View Insert Format Tools Data GoTo Favoritess Help
W !.https://www2l.hud.gov/mslr/exportlzo1004071549... ‘ @ - B = ~ |5k Page - {Cf Tools ~
Al [~] £ PRO1 - HUD Grants and Program Income
A | B [ c [ b | E I E [ — — l | ]
1 |PRO1 - HUD Grants and Program Income
2
| 3 |REPORTFILTER:
_fl__ (ApplyComparison("#0 = #1and #2 and #3=#%4", {Prompted Grantee} (ID),{Recip Grantee} (ID),({Prompted Grantee} = 19312:ALAMOGORDO, 1275:ALBUQUERQUE, 19402 1: ANGEL FIRE, 194140:ARTESI
5
| Amount
Program Fund Type Grant Number Authorized Suballocated Committed to Net Drawn Available to Available to
6 Amount Amount Activities Amount Commit Draw
7 |CDBG EN B838MC350001 $3,578,000.00 $0.00 $3,578,000.00  $3,578,000.00 $0.00 $0.00
I B83MC350001 $3,725,000.00 $0.00 $3,725,000.00 $3,725,000.00 $0.00 $0.00
i B90MC350001 $3,565,000.00 $0.00 $3,565,000.00  $3,565,000.00 $0.00 $0.00
10 B91MC350001 $3,984,000.00 $0.00 $3,984,000.00  $3,984,000.00 $0.00 $0.00
7? B92MC350001 $4,206,000.00 $0.00 $4,206,000.00 $4,206,000.00 $0.00 $0.00
E B93MC350001 $5,112,000.00 $0.00 $5,112,000.00 $5,112,000.00 $0.00 $0.00
1_3 B94MC350001 $5,561,000.00 $0.00 $5,561,000.00  $5,561,000.00 $0.00 $0.00
14 BIYSMC350001 $5,714,000.00 $0.00 $5,714,000.00  $5,714,000.00 $0.00 $0.00
E B96MC350001 $5,565,000.00 $0.00 $5,565,000.00 $5,565,000.00 $0.00 $0.00
| 16 | B97MC350001 $5,481,000.00 $0.00 $5,481,000.00  $5,481,000.00 $0.00 $0.00
17 B9BMC350001 $5,311,000.00 $0.00 $5,311,000.00  $5,311,000.00 $0.00 $0.00
W BYSMC350001 $5,343,000.00 $0.00 $5,343,000.00 $5,343,000.00 $0.00 $0.00
E BOOMC350001 $5,308,000.00 $0.00 $5,308,000.00 $5,308,000.00 $0.00 $0.00
A B0O1MC350001 $5,486,000.00 $0.00 $5,486,000.00  $5,486,000.00 $0.00 $0.00
21 B02MC350001 $5,428,000.00 $0.00 $5,428,000.00  $5,428,000.00 $0.00 $0.00
E‘ BO3MC350001 $5,366,000.00 $0.00 $5,366,000.00 $5,366,000.00 $0.00 $0.00
Z B04MC350001 $5,249,000.00 $0.00 $5,248,000.00 $5,248,000.00 $0.00 $0.00
A BOSMC350001 $4,981,454.00 $0.00 $4,981,454.00  $4,931,454.00 $0.00 $0.00
25 B0OSMC350001 $4,497 495.00 $0.00 $4,497,495.00  $4,497,495.00 $0.00 $0.00
—EG— BO7MC350001 $4,499,368.00 $0.00 $4,499,368.00 $4,499,368.00 $0.00 $0.00
Z B08MC350001 $4,351,525.00 $0.00 $4,351,525.00 $2,557,735.95 $0.00 $1,793,789.05
28 BOSMC350001 $4,423,936.00 $0.00 $588,305.13 $0.00 $3,835,630.87  $4,423,936.00
E $106,735,778.00 $0.00 $102,900,147.13 $100,518,052.95 $3,835,630.87 $6,217,725.05
W Pl BS7MC350001 $1,314,546.07 $0.00 $1,314,546.07 $1,314,546.07 $0.00 $0.00
E B98MC350001 $1,439,953.40 $0.00 $1,439953.40  $1,439,953.40 $0.00 $0.00
32 B9SMC350001 $1,277,212.74 $0.00 $1,277,212.74  $1,277,212.74 $0.00 $0.00
ﬁ BOOMC350001 $2,895,523.27 $0.00 $2,895,523.27 §2,895,523.27 $0.00 $0.00
E BO1MC350001 $1,142,317.45 $0.00 $1,142,317.45  $1,142317.45 $0.00 $0.00
i B02MC350001 $675,332.25 $0.00 $675,332.25 $675,332.25 $0.00 $0.00
36 BO3MC350001 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
—?7- B04MC350001 $228,282.56 $0.00 $228,282.56 $228,282.56 $0.00 $0.00
E BOSMC350001 $932,632.50 $0.00 $932,632.50 $932,632.50 $0.00 $0.00
ﬂ B0O6MC350001 $645,805.67 $0.00 $645,805.67 $645,805.67 $0.00 $0.00
40 BO7MC350001 $638,914.36 $0.00 $638,914.36 $638,914.36 $0.00 $0.00
717 B08MC350001 $336,201.72 $0.00 $336,201.72 $336,201.72 $0.00 $0.00
E BOSMC350001 $347,101.92 $0.00 $347,101.92 $314,242.13 $0.00 $32,859.79 v
4 < » M}\PRO1 - HUD Grants and Program I/ < [ e
& Unknown Zone

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 @

sve: [ Reports vi@-@|Q X Ca iF - Took~

My Recent
Documents

My Documents

My Computer
Fie pame: | v
My Network
Places | Save asbype: | microsoft Office Excel Workbook (*.xls) &~ Cancel

XML Spreadsheet (*.xml)
XML Data (*.xmi)
Single File Web Page (*.mbt; *.mhtmi)
Web Page (*.htm; *.html)

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.

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:

3 oS > Shared Reports > PR 01 - HUD Grants and Program Income >
File v View v Data v Format ~
Bg e~ 2auhB eVz]zi[Ew
PAGE-BY: poaram: [CDBG \v}
Fund Type Grant Number Authorized
Amount
EN BSOMCSS0006 $14,682,000.00
B91MCSS0006 $16,313,000.00
B92MCS50006 $16,392,000.00
B93MCSS50006 $19.980.000.00

A list of export options is displayed.
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2 POF Options, MicroStrategy € - Microsoft tnternet Dxplorer

P (&R Vew Focrdtes Took Mo

>

N (A A P O “ «

S Q W BB P orees @ 3-505 060 3
<550 Q) DT oot P v B [t A Ly Wl e | Y0141 H5000 v B »

POE Options
[ $801 - D Grants and Progyam Income
Dxport:  Whoke reguort -

Pmader ard Focter
[ Custom Settngs

Sy
(©) Adpst fort 1o 300 %% of orgnal sae
Ofw 1 Poge(s) wada by | w

Crertaton

® revr B

O tnducace D
r

PYet cover age wih flter ntads

[ Cpand o pagn-ty feids

Doms advarced cptons.

[ 00 rot promgt me agan.

D S uscariroat
B > Moot Often .

- | 1wy « 108 Regort € Docmes - Movss. BT/ 1mm

8. Select the desired options from the screen above.
9. Click the Export button in the lower right corner.

A transition window will appear.

£ (3 1S > .. > PRO1-HUD Grants and Program Income > POF

Report name: PRO1 - HUD Grants and Program Income

Current status: Report ready

Report description: This report dsplays all PO grants to entiements and states
and the Subfinds and subgrants creted from these grants.

You may safely dose this window once your results have come badk.
Close vandow

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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/= https://www21.hud.gov/mstr/serviet/mstrWebZevt - 5005&src-mstrWeb. pdfDisplay. 50058 mstrWeb « - HWVAU r: EJ\['SE‘

Fle Edt GoTo Favorites Help
ks @) Customize Links 2| MSTR PROOD

-46-7,.*
HM’ %J 2 $lz /7 e®[55%- = = -

— =~

) v @ https: [iwww21.hud, gov/mstr feerviet/mstriveblevtm S00Sasrcmmstr v | & | (€2 X | 2 -

ttps: /e 21.bud.gov/mstr feervietmstrWeblevte. .. -85 & -

L

rogram Funs Trow

8o o

11. The Save a copy window will open. Here you can save your report to your computer or other

location.
Savein: | (L) My Documents > « @& cF m-
:éMyMusc
IZiMy Pictures
My Recent
Documents
Desktop
L/
My Documents
My Comput
“fw Fie name: | - | Save |
Saveastype:  [Adobe POF Fles (" pdf) ] Cawe |
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