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Running and Viewing Reports in CSV
Running and Viewing Reports in CSV Overview
Some reports in NIS can be run in CSV (comma delimited) format. You can run reports in CSV

format when you have a large amount of data to sort, or when existing search windows do not
have sufficient sorting capability.

Running and Viewing Reports in CSV Lesson

Procedure

In this lesson you will learn how to run a report in CSV and how to view it in Excel.

Step Action

1. Before we can view a report in CSV we will need to run a report. the report we
are going to run is the Reports by Address report.

ORACLE PEEP, LITTLE O LOVB10]

Sign Out
EnterpriseOne Menu = =10
‘Open Applications

YYou have no running applications The EnterpriseOne Menu contains several links to the applications.

Open New Window These links will always be at the left of your screens, no matter what application you are using.
You can also hide the menu when you need more space for your work.

Welcome!

» NIS State of Nebraska »

> Roles

I» Actions

[> Preferences

€D Internet 100% T
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Step Action

2.

Click the NIS State of Nebraska link.

Click the Address Book link.

Click the State Accounting - Central AB Maint link.

State Accounting - Central AB
IMaint

Click the Address Book Reports link.
[sddress Book Reports]

Click the Reports by Address link.

ORACLE. PEEP, LITTLE BO [JOVE10]

Sign Out

Weork With Batch Versions - Available Versions
Select  Find Ciose Row Form Tools
v @ X B L3
Batch Application [Rot021 One Line Per Address
Read Only Report (YN} l—
Records 1-8 Customize Grid ]
B version Version Title \(:':I: User Il_laos(:iﬁm! Security Description
[] MED14021 test TROBERT 05/24/2002 0 NO SECURITY
[] ME9990001 One Line Per Address UATRJONESS 1114/2005 0 NO SECURITY
[] Mis0001 Special Report - DELETE ME JJONES 04/09/2002 0 NO SECURITY
[] MIS0001A Sample NISMWILHEL 06/10/2002 0 NO SECURITY
[] Wiso001B Sample TN993COR 06/13/2002 0 NO SECURITY
[] XJDEDOD1 One Line Per Address PSFT 11/06/2002 1 MEDIUM SECURITY
[ XJDEDOC1 Screen Shot - 1 Address per Line PSFT 03M14/2000 1 MEDIUM SECURITY
[ ZJDEODD1 One Line Per Address PSFT 06/05/1998 0 NO SECURITY
< | >
Done: €D Internet #100% T
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Step Action

7.
Click the NE9990001 option.
8.
Click the Select (Ctrl+Alt+S) button.
ORACLE PEER, LITTLE B0 Im
Version Prompting @
Prc;mpt For
[ Data Selection [Data Sequencing ‘
Done € Internet 100% v

Step Action

Click the Data Selection option.

10.
Click the Submit (Ctrl + Shift + U) button.
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ORACLE PEEP_ LITLE BO [JDVB10]

Sign Out
Data Selection
OK Cancel Dekte  Up  Down
v X 0
Operator | Left Operand Comparison Right Operand

[]  where |Address Number (FO101) (ANB) [BC) | [is equalto | [ v

O [ o] “| )| ~|

O [mei]] v | v | -

Add Row

Advanced

Done € Internet 100% v

Step Action

11.

Click the Left Operand list.
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PEEP, LITTLE BO [JDVB10]

ORACLE Sign Out
Data Selection
OK Cancel Delete Up  Down
v X m
Operator | Left Operand Comparison Right Operand

[ Where |Address Number (FO101) (ANS) [BC] ] \sequalm | [un

0 ~| v|

0 Date ElegmmngEffedme(me)(EFTEl)[ElC] | ,,H "l

1- Ci (F0101)(DC) [BC]
Name Alpha (FO101) (ALPH) [BC]

Add Row Search Type (FO101) (AT1) [BC]

Advanced
Done € Irternet 100% v

Step

Action

12.

Click the Search Type (F0101) (AT1) [BC] list item.
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ld-ﬂuhtu@\ﬂm

ORACLE’

PEEP, LITTLE BO [JDVB10]

Sign Out

Data Selection
OK Cancel Dekle Up  Down

v X 0T H @

Operator | Left Operand Comparison Right Operand
S - v | |is equalto > ~

[0 where

|

O [ ]| |

O [mev] |

|

Add Row

Advanced

€ Internet

FL00% v

Done

Step Action

13. Click the Right Operand list.

v
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ORACLE" PEEP, LITTLE BO- [IDV810]
Sign Out
Data Selection
OK Cance| Delete Up  Down
v X m
Operator | Left Operand Comparison Right Operand
| Where Search Type (FO101) (AT1) [BC] v | |is equalto v -
Blank
a | | ero
Null
v ~
| H ‘ Literal
Business Unit (FO101) (MCU) [BC]
Add Row Description - Compressed (F0101) (DC) [BC]
Name - Alpha (FO101) (ALPH) [BC]
Advanced Search Type (FO101) (AT1) [BC]
Done € Irternet 100% v

Step Action

14.

Click the Literal list item.
[Literal
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ORACLE PEEP. LITTLE BO [JDVB10]
Sign Out
Select Literal Value
0K cancel
v X
Single Value | Range of Values | List of Values
Literal Value: | Q
Done € Internet L 100% v

Step Action
15.
Enter the desired information into the Literal Value field. Enter a valid value e.g.
llFll.
16.
Click the OK (Ctrl+Alt+0O) button.
17.
Click the Left Operand list.
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ORACLE" PEEP, LITTLE BO [JDVB10]
Sign Out
Data Selection
OK  Cance Delete Up  Down
v X m
Operator | Left Operand Comparison Right Operand
[0 Where |Search Type (FO101) (AT1) [BC] v | |is equalto || v
a “l | ~|
Address Tumber (FO101) (AMB) (BT
g Business Unit (F0101) (MCU) [BC] [ 2l ~|
Date - Beginning Effective (FO101) (EFTB) [BC]
Add Row Description - Compressed (F0101) (DC) [BC]
Name - Alpha (FO101) (ALPH) [BC)
Acvanced Search Type (FO101) (AT1) [BC]
Done € Internet 100% v

Step Action

18.
Click the Business Unit (F0101) (MCU) [BC] list item.

Page 9




Training Guide

Running and Viewing Reports in CSV

Administrati wices

ORACLE
Data Selection

OK Cance] Delete Up  Down

v X 0T H @

PEEP, LITTLE BO [JDVB10]

Sign Out

Operator | Left Operand Comparison Right Operand

[]  where |[Search Type (FO101) (AT1) [BC] | [is equalto ~|[F

I EERAN [6siness Unit (Fo101) (MCU) EC) vl | vl

O [mei]] vH v | v

Add Row

Advanced

Done € Internet 100% v
Step Action

I v

Click the Comparison list.
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PEEP, LITTLE BO [JDVB10]

ORACLE
Data Selection
OK Cancel Delete Up  Down
v X 0
(Operator | Left Operand (Comparison Right Operand
[] Where |Search Type (FO101) (AT4) [BC] v [is equalto
[1 [and | |Business nit (FO101) (MCU) [BC] v/ C||
is equal to
O [y B [ e \ ]
is less than
Add Row is less than orequal to
is greater than
Advanced is greater than or equal to
Done € Internet 100% v

Step Action
20.

Click the is not equal to list item.

[is not equal to |
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ld-ﬂuhtu@\ﬂm

ORACLE
Data Selection

OK Cance] Delete Up  Down

v X 0T H @

PEEP, LITTLE BO [JDVB10]

Sign Out

Operator | Left Operand Comparison Right Operand

[]  where |[Search Type (FO101) (AT1) [BC] | [is equalto v [ v
a | Business unit (F0101) (cu) (BC] v/ | |
o | v | v | -
Add Row

Advanced

Done € Internet 100% v
Step Action

21.

Click the Right Operand list.

| v
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ORACLE’

Data Selection

PEEP, LTTLE BO [JDVa10]
gn Out

OK  Cance] Delete Up  Down

v X 0T H @

Operator | Left Operand Comparison Right Operand

[ ‘Where Search Type (FO101) (AT1) [BC] is equal to

[1 [and | |Business nit (FO101) (MCU) [BC] v\ [is not equal to v\
Blank

O [ma ]| | * rero
Null

Add Row Literal
Business Unit (FO101) (MCU} [BC]
Description - Compressed (FO101) (DC) [BC]

Advanced Name - Alpha (FO101) (ALPH) [BC]
Search Type (FO101) (AT1) [BC]

Done € Irternet 100% v

22.

Click the Literal list item.

[Literal
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ORACLE PEEP. LITTLE BO [JDVB10]

Sian Out
Select Literal Value
0K cancel
v X

Single Value | Range of Values | List of Values

Literal Value: | Q

Done € Internet L 100% v

Step Action
23.
Enter the desired information into the Literal Value field. Enter a valid value e.g.
"9000".
24,
Click the OK (Ctrl+Alt+0O) button.
25.
Click the Left Operand list.
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ORACLE PEEP. LITLE BO [JDVB10]
Sign Out
Data Selection
OK Cancel Delle Up  Down
v X 0

1 where |Search Type (FO101) (AT1)[BC] v||is equalto ~| [F ~
[1 [and | |Business nit (FO101) (MCU) [BC] +|[is not equal to +| [~ 9000 |
u ol ]| v
Address Number (FO101) (ANE) [BC]
Add Row Business Unit (FO101) (MCU) [BC]
Date - Beginning Effective (FO101) (EFTB) [BC]
Description - Compressed (F0101) (DC) [BC]
_Advanced Mame - Alpha (F0101) (ALPH) [BC]
Search Type (FO101) (AT1) [BC]

Done

€ Internet

F00% v

Step Action

26.

Click the Name - Alpha (F0101) (ALPH) [BC] list item.

Page 15




Training Guide
Running and Viewing Reports in CSV

ld-ﬂuhtu@\ﬂm

ORACLE’

PEEP, LITTLE BO [JDVB10]

Sign Out
Data Selection
OK Cancel Delte  Up  Down
v X 0
Operator|Left Operand Comparison Right Operand

[1 Wners |Search Type (FO101) (AT1) BC] | [is equalto ¥ [F -
[1 [and | |Business nit (FO101) (MCU) BC] +|[is not equal to | [~ s000° |
| Name - Alpha (F0101) (ALPH) [BC] v | |
Add Row
Advanced

€ Internet 100% v

Done

Step

Action

217.

Click the Comparison list.

I v

Page 16




Mnlﬂisl{@uﬂ‘i

Training Guide
Running and Viewing Reports in CSV

Data Selection

ORACLE

OK  Cance] Delete Up  Down

v X 0T H @

is greater than
is greater than or equal to

Operator | Left Operand Comparison Right Operand
[1  Where |SearchType (FO101) (AT1)[BC] | [is equalto ¥ [F -
F | Business unit (Fo101) (cu) (BC] +|[is not equal to +| [~ 9000 |
¥ [ Name - Aipha (Fo101) (aLPH) [EC) v v || ~
is equal to
Add Row is not equal to
is less than
is less than or equal to
Advanced

Done

€ Internet

HL00% v

Step Action

28.

Click the is not equal to list item.

[is not equal to
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ORACLE PEEP, LITTLE BO LDVBI]
A Sign Out
Data Selection

OK  Cancel Dekte Up  Down

v X 0

Operator | Left Operand Comparison Right Operand

[1  Where |SearchType (FO101) (AT1)[BC] | [is equalto ¥ [F v

[1 [and | |Business nit (FO101) (MCU) [BC] +|[is not equal to | [~ s000° |

O [And v | [Name - Alpha (F0101) (ALPH) [BC] Bl rotequai o v v

Add Row

Advanced
Done € Internet 100% v

Step Action

29.
Click the Right Operand list.

I v
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ORACLE PEEP_ LITLE BO [JDVB10]
t
Data Selection
OK Cancel Delle Up  Down
v X 0

Operator|Left Operand Comparison Right Operand
[1 Wners |Search Type (FO101) (AT1) BC] | [is equalto ¥ [F -
F | Business unit (Fo101) (cu) (BC] +|[is not equal to +| [~ 9000 |
| [ Name - Aipha (Fo101) (aLPH) [EC) v | [is notequal to v L_ 3
Blank
Zero
Add Row Null
Literal
Advanced

Business Unit (FO101) (MCU} [BC]
Description - Compressed (F0101) (DC) [BC]
Name - Alpha (F0101) (ALPH) [BC]

Search Type (FO0101) (AT1) [BC]

Done

€ Internet 100% v

Step Action

30.

Click the Null list item.
[Mull
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ld-ﬂnhtu@l\ﬂrﬁ

ORACLE PEEP, LITTLE B0 Im
Data Selection
OK Cancel Delete Up  Down
v X 0
[ oerator[iettoperana [comparison = |RightOperand |
[1 Wners |Search Type (FO101) (AT1) BC] | [is equalto ¥ [F v
il | Business unit (Fo101) ey BC] v/ |is nat equal to ||~ s000" v
F [ Name - Aipha (Fo101) (ALPH) [BC) v | [is notequal to ~ | [
Add Row
Advanced
Done € Internet 100% v
Step Action
31.
Click the OK (Ctrl+Alt+O) button.
32. Now that we have entered our data selection we will tell the system to run the
report in CSV.
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ORACLE" PEEP, LITTLE BO. [DV810]
Sign Out
Printer Selection ]
0K Cance| Tools
Printer Selection | Print Property | Document Setup | Advanced
Printer Name |asPUONEWORLD_A
Printer Location |HERE
Ty Printer Model |Laser
MNumber of Copies 1 Range: 1-9999
—
Done € Internet 100% v

Step Action
33.
Click the Document Setup tab.
34.
Click the CSV(Comma Delimited) option.
35.
Click the OK (Ctrl+Alt+0O) button.
36. Next we will need to navigate to View Job Status so we can see the status of this
report.
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Werk With Batch Versions - Available Versions
Select  Find Cose Row Form Tools
v @ X B L3
Batch Application R014021 One Line Per Address
Read Only Report (YN)
Records 1-8 Customize Grid 1]
o Last
Version Version Title Modified Description
[J NEO14021 test TROBERT 05/24/2002 0 NO SECURITY
NE9990001 One Line Per Address UATRJONESS 11/14/2005 0 NO SECURITY
[] mMIS0001 Special Report - DELETE ME JJONES 04/09/2002 0 NO SECURITY
[ NIS0001A Sample NISMWILHEL 06/10/2002 0 NO SECURITY
[] MNIS0001B Sample TN999COR 06/13/2002 0 NO SECURITY
[ XJDE0OO1 One Line Per Address PSFT 11/06/2002 1 WEDIUM SECURITY
[] XJDEDOG1 Screen Shot- 1 Address per Line PSFT 03/14/2000 1 WEDIUM SECURITY
[] ZJDEODO1 One Line Per Address PSFT 06/05/1998 0 NO SECURITY
< | ¥
Done €D Irternet 100% v

Step Action

37.
Click the Close (Ctrl+Alt+L) button.
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ORACLE’

EnterpriseOne Menu @ =0

Welcome!

Open Applications
You have no running applications

Open New Window

Maint

Agencies
> Inventory

< NI State of Mebraska
— OPEN ENROLLMENT
- View Job Status
> Accounting - Agencies
I Accounts Payable
[» Accounts Receivable
= Address Book
— Address Book Inguiry
@ Supplier Total by Account
<7 State Accounting - Central AB

[- Address Book Maintenance
— Address Book Reports

® Repors by Person (Whao's
Who)
@ Full Address with Codes

dress with Codes
(Who's Who}
® llailing Labels
@ Check for Duplicates
@ AB to Banking Exception
® Employee Address Book -
csv
® Vendor Address Baok - CSV
> Budget - Agencies
I» Fixed Assets/Capital Asset Mot
> Human Resources/Payroll -

I» Purchasing - Agencies
> Self Service
[» User Options

b Roles

[> Actions

> Preferences

The EnterpriseOne Menu contains several links to the applications.
These links will always be at the left of your screens, no matter what application you are using
You can also hide the menu when you need more space for your work,

PEEP, LITTLE BO [IDVB10]
Sign Out

Done

(3 € mternet

H100%  +

Step

Action

38.

Click the View Job Status link.

View Job Status|

39.

The most recent job (report) you ran will be listed first. The Description tells us

the current status of the report.

The Description will be either WAITING, PROCESSING, or DONE. Ifitis
WAITING or PROCESSING you will need to refresh the screen using the Find
button (DO NOT use the Refresh button on your browser).
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View Job Status - Submitted Job Search
Seect Fnd Delete Cpse Row Took
v & 01 X H B
Host NISDEV
UseriD UATTRAIN10
Job Queue I*
Records 1-5 Customize Grid
Queue
Type Status Description Job Details
[] RBATCH 02 P PROCESSING 5 UBE  UATTRAINTO R014021_NES990001_83184_.. NISDEV 8
[] RBATCH 02 D DONE 5 UBE  UATTRAINTO R551104_NIS0001_82604_PDF  NISDEV 8
[] RBATCH 0z D DONE 5 UBE  UATTRAINTO R551099_NIS0001_82597_PDF  NISDEV 8
[] RBATCH 02 D DONE - 5 UBE UATTRAIN10 R551099_NIS0001_82581_PDF  NISDEV 84
[] RBATCH 02 D DONE 5 UBE  UATTRAINO R551077_NIS0001_82573_PDF  NISDEV 8
< | >
Done € Internet 100% v

Step Action

40.
Click the Find (Ctrl+Alt+1) button.

41.
Click the RBATCH option.

O

42.
Click the Row (Ctrl+Alt+R) button.

43.
Click the View CSV menu.

View C3V
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ORACLE

View Job §

/- https:/inis-training, nis. ne.gov:447/jdeserviet/com. jde dwar ds. jas. ubeSERVER-NISDEVE JOBNUMBER-B - Windo... [~ |[71](X|

PEEP, LITTLE BO [JDV810]
Sign Out

Seect Fpd | —
ET> R hitps: fnis-training,nis.ne. gav 447 jdefservletfcom. jder | % Certificate Error | |42/ K| | cocale Pl
(AT
Host File Edit Wiew Favorites Tools Help
§
UserID
- — . »
Job Queue] W & Iuhttps:#rus-tralnlng.rus.rve‘qnv:447f]defservletitnm.|d‘..I I M- B v page - £ Tooks ~
d
File Download
= Do you want ta open or save this file?
REBATCI
& Name; RO14021_NES990001_83184_PDF csv
[] RBATCI a
Type: Microsoft Office Excel Comma Separated Values Fil,..
[ RBATCH From: ~nis-training.nis.ne. gov
[] RBATCI
0] ResTe [ open | [ save ][ cancel |
<

Whille files fram the Inkernet can be useful, some fles can patentialy
harm yaur computer. If you do not rust the source, da not open ar
save this fle. What's the risk?

9

&, Done

@ o

i start

Unknown Zone ®100% -

Step Action

44,

Click the Open button.

45.

The report opens in Excel. Some of the cells may overlap, but the cells can be
expanded to display all information.
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(A
ldmlninrl@(}wm

‘\ =] s RO14021_NE9990001_83184_PDF[1].csv - Microsoft Excel - 7 x
Home | Insert Page Layout  Formulas Data Review  View Developer ® - = x
=) & - . erEl= o = . *j B j) ||Gemset- || X - %
B = Calibri 11 =i \\2‘ = General £ ﬁd _l;‘ﬂ e« | @~ lﬁ
P EER R - | [ao ]| conaonst fomet et sy L soe o
Clipboard Font & & Number & Styles Cells Editing
AL - fe | RO14021 v
A B & D E F G H 1 J K L M N o L
1 |RO14021 !
2
3 STATE OF NEBRASKA
4 One Line Per Address
5
6 |Address NAlpha Name Area Code Phone Number Mailing Name Address Line 1
7 city
8 557729 ABSTRACTERS BOARD OF EXAMINERS ABSTRACTERS BOARD OF EXAMINERS 1200 N ST STE 404 LINCOLN
9 557730 ACCOUNTABILITY & DISCLOSURE COMM ACCOUNTABILITY & DISCLOSURE COMM  STATE CAPITOL LINCOLN
10 557731 AERONAUTICS DEPT OF DEPT OF AERONAUTICS 3431 AVIATION RD STE 150 LINCOLN
1 557734 AERONAUTICS DEPT OF - FAIRMONT AIRFIELD DEPT OF AERONAUTICS FAIRMONT STATE AIRFIELD FAIRMONT
12 557732 AERONAUTICS DEPT OF - HARVARD AIRFIELD DEPT OF AERONAUTICS HARVARD STATE AIRFIELD HARVARD
13 357735 AERONAUTICS DEPT OF - NAVIDS OFC DEPT OF AERONAUTICS NAVAIDS OFC KEARNEY
14 557733 AERONAUTICS DEPT OF - SCRIBNER AIRFIELD DEPT OF AERONAUTICS SCRIBNER STATE AIRFIELD HOOPER
15 557786 AGR DEPT - AG DEVELOPMENT/PROMOTION NE DEPT OF AGRICULTURE AG DEVELOPMENT/PROMOTIO LINCOLN
16 557783 AGR DEPT - AGRICULTURE LABORATORIES NE DEPT OF AGRICULTURE AGRICULTURE LABORATORIES  LINCOLN
17 557787 AGR DEPT - AGRICULTURE STATISTICS NE DEPT OF AGRICULTURE AGRICULTURE STATISTICS LINCOLN
13 557791 AGR DEPT - BEGINNING FARMER PROG NE DEPT OF AGRICULTURE BEGINNING FARMER PROG LINCOLN
139 557782 AGR DEPT - BUREAU OF ANIMAL INDUSTRY NE DEPT OF AGRICULTURE BUREAU OF ANIMAL INDUSTRY LINCOLN
20 557781 AGR DEPT - BUREAU OF DAIRIES & FOODS NE DEPT OF AGRICULTURE BUREAU OF DAIRIES & FOODS  LINCOLN
21 557784 AGR DEPT - BUREAU OF PLANT INDUSTRY NE DEPT OF AGRICULTURE BUREAU OF PLANT INDUSTRY  LINCOLN
22 357790 AGR DEPT - FARM MEDIATION NE DEPT OF AGRICULTURE FARM MEDIATION LINCOLN
23 557780 AGR DEPT - NEBRASKA NE DEPT OF AGRICULTURE 301 CENTENNIAL MALL S 4TH FLLINCOLN
24 557788 AGR DEPT - POTATO DEVELOPMENT NE DEPT OF AGRICULTURE POTATO DEVELOPMENT ALLIANCE
25 557789 AGR DEPT - POULTRY INDUSTRIES NE DEPT OF AGRICULTURE POULTRY INDUSTRIES LINCOLN
26| EE7705 AGD NENT IEIZUTEC @ MCACIHIDES Ay MENEDT AC AzDICLITLEE WWIEIZUTE @ RaEACHIDES NV v
W 4 » M| RO14021_NE9990001_83184_PDF(1) .~ m [
Reaay | 73 =E = o *

0

Step

Action

46.

Click the box in the left hand corner of the spreadsheet.

47.

[

Double-click the line separating columns A and B.

48.

The cells expand to the proper width to display all of the information.

49.

x

To close the spreadsheet click the Close button..

50.

Click the No button.

If you wish you can save the spreadsheet. We are not going to save it at this time.

ol.

lesson.
End of Procedure.

You have successfully completed the Running and Viewing Reports in CSV
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