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Business Systems Information 
Portal  

Topic: Exporting Reports to Excel 
 Multiple transactions allow users to export or save files to XLS: 

MCIS 

1) Complete the full MCIS report before proceeding to the 
next step.  

2) Use the Menu button to save the report. Refer to Figure 1 
<Click> Menu/Standard Analysis/Export/Save to PC file 
 
 
 
 
 
 
 
 
 

3) Save list in file “Text with Tabs” Figure 2 

4) <Click> to continue  
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5) Give the MCIS report a name and change the file type to 
.xls from .txt    

6) <Click> to Generate  Figure 3 
 
 
 
 
 

 
 
 
 
 

7) This will send the file to your download folder. Figure 4 
 
 
 
 
 
 
 

8) Upon opening the report, you will be prompted if you 
trust this file <Click> Yes  Figure 5 
 

 
 
 

9) The workbook will then launch. From here users can 
manipulate the columns and headers. All data should be 
exported. Please re-save the report locally to match 
your own workbook organization.  
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Other Transaction Reports: 
 
 1) Other transaction reports can be exported to Excel files such as 
IH08,IE36,ZMB20 etc.  
 2) Right <click> anywhere on the full report and select <click> 
“Spreadsheet…” Figure 6 
 3) Select third bulletin from “All Available Formats” Excel - Office 
Open XML Format (XLSX) Figure 7 
 4) Checkbox - Always Use Selected Format (opt default setting) 
 5) <Click> Continue  
 6) Name file and <click> OK         Figure 8 
 7) Locate file from download folder  
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