
Exporting Reports 

Steps to Export a Report 

1. Begin in Reports Tab, 
and find the report you 
wish to Export.

2. Go to the Edit drop 
down menu and click 
on Export. 

3. Two choices for 
Export View will 
appear. Formatted 
Report will export in 
Excel .xlsx format.

4. The Details Only view 
lets you download in 
an Excel format, OR a 
Comma Delimited 
(.csv) format. 

5. Select one of the 
Export Views (and 
download format) 
and click Enter. 
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6. After you have clicked on 
Export, the file will 
appear as a download in 
the lower tray. 

7. Click to download the file, 
and then save it to your 
desktop. 

Training Notes:
• Be sure to review the Data Security and Protection policy whenever 

downloading any data from our secure system in YL Connect! 
• With the Details Only view selection, you can choose Format and there is 

also a dropdown for Encoding. Standard Encoding is the default selection, 
but there are other options available. 

8. Depending on which Export View you selected, the download will 
display as either an Excel or a .csv file. (Excel shown in example below)

https://staff.younglife.org/Mission-Services/Corporate-Insurance-and-Risk-Management/Pages/Data-Security-and-Protection.aspx

