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Site Usage Instructions – Data Export into Excel File 

 

Exporting Data 
 
Occasions will arise when the information that is displayed on a particular screen will be needed in a 
format that can be reviewed off line.  This can be accomplished by following the instruction below. 
 
Export into Excel File: 

When viewing different screens 
users will notice the “Export 
Into Excel File” box located at 
the bottom of each page.   

 

By clicking on the box the 
following is displayed.  The user 
can choose to “Open with” t 
and view the document or can 
“Save to Disk”.  Once the 
choice is made and the “OK” is 
clicked the file will be displayed 
or saved to a location you have 
chosen on your computer. 
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At this point the information is 
displayed in an Excel file.  Many 
of the columns are too narrow 
to display all of the information 
they contain.  This can easily be 
rectified by double clicking on 
the line between each column.  
This will automatically reset the 
column width for proper 
viewing. 

Now this can now be saved or printed for future reference. 

 


