
Exporting Data 
 
From the my requisitions area or from a History search an export of data can be done 
 

1. Once you have located the information that needs to be exported  
 

2. Select  button 
 

3. Fill in File Name 
 

4. Select Transaction Export from the Export Type drop down 
 

5. Select Submit Request 
 

6. After you select the Submit Request button you will receive an message: 

 
 

7. Select Close 
 

8. Select the History tab 
 



9. Select   

 
 

10. Then select the file that you saved under File Name 
 

11. A File Download box will appear – Select Save 
 

a. Then save the file on your hard drive in a folder that  you will have to 
retrieve from later 

b. This will save as a zip file  
 

12. Then a Download complete box will appear – Select Open 
a. A WinZip box may appear – select I Agree or Use the Evaluation Version 

 
13.  A WinZip box will appear with two files – 

Double-click the file that you saved that 
doesn’t say “FormsData.csv” at the end of 
the file name. 
 

14. Excel will open with the data 
 
 
 


