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Web Management Reports - Downloading

Downloading Web Management Reports
Downloading a Web Management Report into Excel
1. Generate report to be saved.
2. Select the Download button.  
3. You will receive a File Download box, select the Save button.
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4. Select your Desktop to save the file to temporarily.
5. Name the file, the default file name is download_1x1.
6. Select the Save button.
7. When download is complete, select the Close button.
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8. Open  the Microsoft Excel program.
9. Open your saved file:
 File ( Open ( Desktop ( Select your file ( Select the Open button.
 NOTE: If you do not see your file in the list, change the Files of Type box to All files(*.*)

10. The Excel Text Import Wizard box will open to help you import the report in a delimited file format.
11. Step 1: Select the Delimited format and select the Next button.
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12. Step 2: Under the Delimiters area, check the option Other and enter in the Pipe Symbol (|).  
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13. Examine the Data Preview box to verify your report is being imported correctly.  
14. Select the Next button.
15. Step 3 allows you to select individual columns to set the Data Formats.  Using the Advanced button you can control how numeric data will be presented (using commas or decimal points).  You may skip this step by selecting the Finish button.
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16. The report data will display in an Excel workbook.  You may need to use some basic Excel commands for formatting the report.
17. You may save your report in your library share folder.
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