

Northern Arizona University		Enterprise Reporting Solutions
QuickTips
Exporting Your Data
You can easily export your report data to PDF or Excel for further review or manipulation. 
1. [bookmark: _GoBack]Run your report.  Consider using Input Controls to filter your results before exporting.
2. Select the dropdown arrow to the right of Document. 
[image: ]
Hover over the arrow to expose the available file types.

3. This option saves every tab of your report to the file type you choose.                                                                [image: ]
Select the file type you want.

4. This option saves ONLY the report tab you are currently on:
 [image: ]

5. Depending on your browser, you may be asked whether you want to open or save your file. 
[image: ]

6. We recommend you open the file then save it to a location of your choosing. 
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Do you want to open or save Active Courses with Last Term Offered.pdf (389 KE) from dwrpts.nau.edu?
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