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NOTE: SELECT THE HIGHLIGHTED FIELDS, NUMBERED IN SEQUENCE, BEFORE EXPORTING TO EXCEL/XLS FORMAT AND SAVE TO YOUR PC. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 

CLICK THIS TASK TO 

SELECT THIS REPORT  

CLICK THIS DROP -

DOWN AND SELECT 

ACTIVE 

 

2 

3 

 

CLICK SEARCH TO 

GENERATE YOUR QUERY 

4 CLICK PRINT AND SAVE AS EXCEL 

FORMAT. GO TO NEXT PAGE FOR 

PRINTING/SAVING INSTRUCTIONS 
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5 

WHEN CLICKING THE PRINT ICON, 

THIS POP-UP WINDOW WILL EXECUTE 

MOVE HORIZONTAL SCROLL BAR 

ALL THE WAY TO THE RIGHT, TO 

EXPOSE PRINTING FORMATS  

6 

SELECT EXCEL FORMAT, 

RECOMMENDED FOR THIS REPORT  


