
Export Search Results 

1. From the Student or Personnel Approval or Claim search screen, select the filters you’d like to 

use for the search. 

 
2. Click Export to Excel  

3. Open the downloaded excel spreadsheet.  (How this is done depends on the internet browser 

that you are using.) 

4. Click “Enable Editing” at the top of the spreadsheet to sort or filter the data in the spreadsheet. 

 
 

 

 

 

 



5. Notice the arrows in the header row of your data.  These can be clicked to filter your results 

even further.  You can also sort from these arrows. 

Example: Filter and sort by fund code.  

 Sort alphabetically or create a custom sort. 

 Uncheck or check the boxes in the filters section.  Checked boxes will display in the 

spreadsheet. 

 
 

6. End result: 

 

This process can be done on the student approval or claim tab as well as the personnel approval or 

claim tab. 


