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Saving a Report to Excel

Follow these steps to save a SoftPro Select report as a Microsoft Excel file.

Not all reports are formatted to be useful in Excel when exported.

When entering report criteria, look for an Excel formatting designation like the examples below.

Date range from:

Date range through:

Group 1:

Group 2:

Page break on group 1:
Opened/Closed counts to display:
Breakdown type & display section:

Show order details:
Include canceled in opened arder count:

Order Count/Revenue Summary

03/26/2015
03/26/2015

Branch
Escrow Cfficer/(]

Report type:
Date range from:

Date range through:

Marketing Source Orders

|Opened ﬂ 1=
|03/01/2m5 ~|
|03/26/2015 ~]

=

C Format type:

Excel Export )

Daity and MTD4
Count (Report Tt

Detflils-Group 1:
Dtails-Group 2:

Marketing Source Comparny

| MNone

ﬂC‘! <l
]

-

Orders by {Selection}

oy S—

Nene

MNone

Excel-Contact Information

Excel-Contact Information-Buyer on Purchase

Include only out of state orders:
Report type:®
Gorrnat for Excel export:
- 7 — Group 1
/ Group 2:°
Page break per group 1:
Format for Excel export -
heck g p Format type Show group totals onhy:
chec OX
drop-down

1. While viewing a report, Click the SoftPro icon > Export
> Export as Excel document

\

Export format drop-down

B -[@-)s
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Order Count/Revenue Summary - SoftPro

SPAA

Export a document to disk.

Export as PDF document.

Click to export the active document in Adobe
PDF (.pdf) format.

-, Export as Word document.

L Click to export the active document in Microsoft
Word (.doc) format.

New
=xa.
A<

Export as Office XML document.

== Click to export the active document in Microsoft
Office Open XML (.docx) format.

Export as Excel document. oY

Click to export the active document in Microsoft
Excel (.xls) format.
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2. If this is the first time you are exporting, verify the path shows your Home drive; our example shows the H-
drive as the Home drive. Your operation may or may not use the H-drive.

Bl save As X
&« v 4 j « ( your.name. FNFGLOBAL (\\fnfglobal.local\apps\SoftproSelect\NC\Home) (H:]) v B Search Documents el
Organize » New folder -
=] Documents A Name Date modified Type Size
[&] Pictures +
Desktop 10/21/2019 10:06 File folder
B This PC j Documents 10/24/2019 10:27 File folder
[ Desktop Downloads 10/21/201 File folder
3 Dot Favorites 10/21/2019 10:06 File folder
WINDOWS 6/12/2014 12223 PM  File folder
¥ Downloads
D Music
&=/ Pictures
B Videos
== susan.rivera-stol.FNFGLOBAL (\\1
v
File namef | Order CountRevenue Summary \ v
Save as type) Microsoft Excel (*.xls) ) v
A~ Hide Folders (| _sve ]) concel

3. In the File name drop-down, enter your desired report name

4. In the Save as type drop-down, verify (or select) Microsoft Excel (*xls)

5. Click the Save button

Use the new FNF Citrix SPS Export shortcut located on your local desktop to access the exported
reports or documents on the Home drive. ?
L

FMF Citrix
5P
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