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Exporting a report to CSV file

The reports that have been written in Cognos have been designed to be easy to read
in the html or pdf format that they are generated in. However, some users like to
export the reports to Excel (especially the Staff List report) and then like to filter &
sort the data. This work instruction shows you how to export a report to CSV file,
which makes sorting & filtering the data easier as all formatting is removed.

Related Work Instructions (located on the epeople website):

» Reports Overview

» Viewing and Printing Reports in Excel

Contents:

1 Exporting a report to CSV
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Exporting a report to CSV

1
When your report has generated, it will open in either pdf format or html format

To export it to CSV, click on the drop-down arrow next to the Excel icon
(circled below), then click on the “View in CSV Format” option from the list:
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You will then be asked whether you would like to Open the file, Save it, or

1.2
Cancel. Click on Save:

%]

File Download

Do you want to open or save this file?

@ j Mame: jlvgidC3884G2hqICEwwwhwhaiyGsasddwzihal xls
Hl Tupe: Microsoft Excel Worksheet, 103 KB

From: uos-app00037-si

Open [[ Save ] ]' Cancel

Alvayz azk before opening thiz type of file

While files frarm the Internet can be useful, some files can potentially

@ harm your computer, [ you do not trust the gource, do not open or
zave this file, What's the rigk?

Select the location where you want to save your file to, give the file a name

1.3
and use the file extension .xls
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1.4 Next, go and open that file, from whatever folder / location you saved it to:

15 When the file opens it will look like one large screen of text. Highlight column
A (by clicking on the grey “A” header field, circled below):

E3 Microsoft Excel - Test.xls

@_)l File Edit iew Insert Format  Tools Data indow  Help
HAREA" REREIIE RN A N W - N AR Rl RS T |

N Bt B I e B | S | & By i1 | ¥ Reply with Changes... End Review... ! i & sn

A1 > &= Puosition Status Post Ldesc|Faculty|School|Division|Sub-Division|
Date|Post|Fost Title|Post Grade|Location|Career Pathway|Subpre
Puosition us Post Ldesc|Faculty|School|Division|Sub-Division|Team|Employee Mumber|
i Fixed Term|PSG|Library[Hartley Library||[190457 4| DEKEL|GIL|MR|M|[2007 -06-1
Full Tirne 4Fixed Term|PSG|Library[Hartley Library|||1877 445|RAWLING S| EMILY [MISS|F|e
Full Tirne 4Fixed Term|PSG|Library|Hartley Library|||1720583|SHEFPARDWICTORIA|DRIF
Full Tirne 4Fixed Term|PSG|Library|Harley Library||[1905538 YOO DHOUSEIROBERTIME
Full Time 4Fixed Term|PSG|Library|Health Services Library|[|1898396|FATTISON DE BELI
Full Tire 4Fixed Term|PSG|Library|Health Services Library|[|[1362011|ROEERTSOM|ELIZA
Full Tirne 4 Permanent|PSG|Library|avenue Library||[1503237 [GATES|NICHOLAS|MRE|M|ng
Full Tirme 4 Permanent|PSG|Library|Biomedical Sciences Library||[1770577 [GIBES|[TRACY
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1

1.6 Then click on the Data menu, then on the Text to Columns... option:
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Data | window Help
%L Sork...

Filter 3
Farm...
Subtotals, ..

Validation, ..

! Text ko Columns... [ i

Group and Outline 3

i3] PivotTable and PivotChart Repart...

Import External Data 3
List »
wML »
Refresh Data

1.7 Click on the Delimited option, then click the Next button:

Convert Text to Columns Wizard - Step 1 of 3

The Text Wizard has determined that vour data is Fixed Width,

IF this is correct, choose Mext, or choose the data bype that best describes your data,
Criginal data kvpe

wpe that best describes wour data:

- Characters such as commas or tabs separate each Field.

- Fields are aligned in columns with spaces between each Field.

Preview of selected data:

|l Position Status Post Ldesc 5
|2 F1all Time - Fixed Term
|2 Full Time - Fixed Term
|4 Full Time - Fixed Term
|5 [Fuull Time - Fixed Term 7

[ Hext> |} Frish |
™0

—_

1.8 Click on the Other field and then enter the pipe character (a vertical line: “|”,
generally found one key to the left of the “Z” key on most keyboards):
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Convert Text to Columns Wizard - Step 2 of 3

This screen lets you sek the delimiters your data contains. ‘You can see
how wour bext is affected in the preview below,

Delimiters - -
[ Treat consecutive delimiters as one

Tah Semicol ] Comma
D (2m(1L) ot

[Daka preview

Position Status Post Ldesc 25
Full Time - Fixed Term
Full Time - Fixed Term
Flall Time - Fixed Term
Full Time - Fixed Term 7

[ Cancel ][ < Back ” Mext = U Finish
.

1.9 Click on Finish.

The data from the report will now appear neatly in columns with no line breaks or
other formatting. You can now filter, sort, edit etc. the data as you desire.

B3 Microsoft Excel - Test.xls

@_] File Edit ‘Wiew Insert Format Tools Data  window  Help

NEHR IR VE SR S0 AEB e - 10

I [t st R M | S | (& = (-4 | ¥ Reply with Changes... End Review... ! S snaglt &' | window - !
Al - & Position Status Post Ldesc
A E | ¢ | o | e [ F [ & [ wH | o | o | k [ L |

1 |Position SiFaculty  School  Division  Sub-Divisic Tearn Ernployee Surnarme  Forename Title Gender  Ernail Add
| 2 [Full Time - PSG Library Hartley Library PR DT A Wi =]
| 3 [Full Time - PSG Library Hartley Library L EEA R i . =T
| 4 [Full Time - PSG Library Hartley Library - f e ER = ¥ L] !
| 8 [Full Time - P3G Library Hartley Library = QS B - g 0
| B [Full Time - P3G Library ~ Health Services Library n L B s A LR
| 7 [Full Time - P3G Library Health Services Library X ] e il
| G [Full Time - P3G Library  Awenue Library =1 f = L
| 9 |Full Time - PSG Library Biomedical Sciences Library | [N | " |
|10 [Full Time - PSG Library Biomedical Sciences Library Pari 1 Bl ) B " =
|11 |Full Time - PSG Library Biomedical Sciences Library ] L e R T el
|12 |Full Time - PSG Library Biomedical Sences Library | k& g 10
| 13 |[Full Time - PSG Library Biomedical Sciences Library 1. 1 = " Baa
| 14 [Full Time - P3G Library Biomedical Sciences Library = N " " b | |
| 15 [Full Time - PSG Library  Biomedical Sciences Library ¥ T BN B A2 ]
| 16 [Full Time - PSG Library Hartley Library &l e 1
| 17 [Full Time - PSG Library Hartley Library . o - aa B Ewl
| 18 [Full Time - PSG Library Hartley Library - nE i =] e | 1
| 19 [Full Time - PSG Library Hartley Library b 1 L 5 1 o 1
| 20 [Full Time - PSG Library Hartley Library = =k =l e
| 21 [Full Time - PSG Library Hartley Library L] 1 o . Bl Bl
| 22 |Full Time - PSG Library Hartley Library 1 3 L ", "] =" ]
| 23 [Full Time - P3G Library Hartley Library ol R bR St N i
24 [E0ll Tiema _ B2 likrare  Hartlaw |ikears e e I N a : e e

Once you have finished working with the data, you remember to save your changes.

You will need to click on Save As... and then give the file a new name to save
it in normal Excel format:
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Savein:
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Resource Drive

My Recent
Daocuments

My Computer

=
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_ 7 =
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@ Desktop v

Mame Size
I%JTraining evaluation data For w,.. 94 KB
I%JSu:u:iaI Sciences annual leave. xls 3B1KE
{57 Shortout ko Training Folder 1 KB
{57 Shorteut to Screenshots 1KB
{57 Shorkout bo CMS Worksite docs 1KB
I%Jr‘-lursing & Midwifery data.xls 26 kB
B List of Hw skaff.xds 287 KE
@Extd tukorial xls 31KB

) epeople comms

"@ My Metwork Places

'd My Computer
DMy Documents

<

Tvpe

Microsoft Excel Wor,..
Microsoft Excel Wor ...

Shortcut
Shortcut
Shorbcut

Microsoft Excel Waor ...
Microsoft Excel Wor ...
Microsoft Excel Wor,..

File: Falder

System Falder
Jystem Folder
System Folder

Date Modified

14/08/2007 11:53
21/09/2007 10:14
04/06/2007 12:34
13/06/2007 17:49
03/07/2007 11:58
25/09/2007 10:57
25/09/2007 15:10
06/09/2007 17:05
21/09/2007 12:54

File narne:

Sawve as b

| TestZ, xls

~lllMicrosoft Office
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