
PRODUCING AN EXCEL SPREADSHEET FOR USE IN EXPORTING 

1. Go to the report you would like to Export:  i.e. Treasurer’s Report.  Set the 
parameters to be used in the export.  Set the Export Format to Comma Delimited.  
Once the parameters are set, click the Print button.  (The Export button is used for 
.dat files). 

 

 
 

2. A Print Dialogue Box will appear.  Click the Export Wizard icon. 
 

 

Export Wizard 



PRODUCING AN EXCEL SPREADSHEET FOR USE IN EXPORTING 

3. An Export screen will appear.  Under the drop-down arrows, under Format, 
choose the version of Excel you will be using, and under Destination, choose 
Application.  Then click OK. 

 

 
 

4. An Excel Spreadsheet will be processed.  Save and use as needed. 
 

 

Example has been redacted. 


