Exporting Questica Financial Reports

QUESTICA

FINANCIAL REPORTS
Job Aid

To download or print a report, you will use the Export feature. Additionally, you can perform several
other export operations. The list below summarizes these options.

Downloading Reports

1.

From the Report Toolbar, click the Export button
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2. From the menu, click Excel

3. When the dialog box opens,

e Click Open with
e Click OK

4. Your report opens in Excel

If you are using a different browser, these
steps may be different.

Printing Reports

1.

From the Report Toolbar, click the Export
button

From the menu, click PDF

When the dialog box opens,
e Click Open with
e Click OK

Your report opens in Adobe Acrobat. Click
the Printer to print

If your report opens in Adobe Reader, the
print may work differently.
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XML file with report data

CSV (comma delimited)
PDF

MHTML (web archive)
Excel

TIFF file

Word

XML file with report data

CSV (comma delimited)
PDF

MHTHL (web archive)
Excel

TIFF file

Word
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