WLCONNECT

Exporting Reports

Steps to Export a Report

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

wish to Export.
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Two choices for
Export View will
appear. Formatted
Report will export in
Excel .xIsx format.

Export View

Formatted Report

appears in Salesforce,
including the report header,
groupings, and filter details

uplaading to

The Details Only view

Details Only

Expert only the detail rows.

Use this to do further
calculations or for

other systems
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Save As
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Format

lets you download in
an Excel format, OR a
Comma Delimited
(.csv) format.

Excel Format .xIsx

Export View

including the rep

Select one of the

Formatted Report

Export the report as it
appears in Salesforce,
ort header
groupings, and filter details.

Export

Details Only

Export only the detail rows.
Use this to do further
calculations or for
uploading to other systems.

Export Views (and

Format

Encoding

| Excel Format xls

v

1S0-8859-1 (General US & Western Europe

download format)
and click Enter.

Excel Format .xls
Comma Delimited csv

Cancel Export
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After you have clicked on
Export, the file will
appear as a download in
the lower tray.

and then save it to your
desktop.

8.

Click to download the file,

15 | PMT-19981359 Pete N
16 | PMT-19981360 Alexis
17 | PMT-19981361 Miche
18 | PMT-20045743 Brett T
19 | PMT-20344211

20 | PMT-19260976 Tina K
51 | Pmaranncacn v~
B report15647575812..xls

Depending on which Export View you selected, the download will

display as either an Excel or a .csv file. (Excel shown in example below)

MO29 Camp PayrPi=nts-2019-08-02-09-36-03 - Excel

File Home Insert Page Layout Formulas Data Review View Help O Tell me what you want to do
oy . _
E& & Calibri noAEs | ==E 3, Wrap Text General = @ Narmal Bad
B Copy -
Paste . M.A. | === == B . .9 o oo | Conditional Format as Check cell |
¢ Format Painter By - - === s& Merge & Center $ % 3 %S Formatting = Table~ I:
Clipboard ] Font [F] Alignment [F] Number ] Styles
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A B C D E F
1 |
2 MO29 Camp Payments
3 As of 2019-08-02 09:36:03 * Generated by \
4
5
6 Filtered By
7 Show: All opportunities
8 Date Field: Business Date equals Custom (3/1/2018 to 5/31/2019)
9 Class Code Name equals NonContributions Camp
10 Payment Amount greater or equal 0
11 Mission Unit Code equals mo29
12
13 Payment Number Linked Account Id: Primary Contact: Full Name Linked Account Id: Account NameLinked Account Id: Primary Contact: Mailing Addre
PMT-19547484

Training Notes:
Be sure to review the Data

Money Orders/Cashiers Check

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

