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Exporting a Detail Report Job Aid 
 
The NC E-Procurement Ad-hoc Reporting Application contains the functionality to export any report that is 
generated by the system.  The same set of steps can be followed to export any Detail report. 
 
 

 
 
1. In order to export a Detail report, first click on a value in the ‘Line Item Count’ or ‘Line Item Amount’ 

columns to open a Detail report. 
 

Note: Avoid clicking on values in the ‘Line Item Count’ column that are greater than 20,000. 
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2. Click the ‘Export’ button on the Detail Report. 
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3. Click the ‘Save’ button. 
4. Enter a file name and save it to the appropriate location. 
5. Locate the report to open it. 

 
Note: The exported report is now saved to the location that was selected and may be accessed at a later 
time. 
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6. The exported Detail report is opened in Microsoft Excel. 
 

Note: The data can be manipulated in Excel in this format; however some additional steps are listed that will 
help format the data within Excel. 
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Click here. 

 
7. Click on the square in the top left-hand side of the worksheet to highlight the entire worksheet. 
8. Hold down ‘ctrl’ + ‘C’ on the keyboard to copy the selected cells. 
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9. Click on the ‘Insert’ menu. 
10. Click on ‘Worksheet’. 
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11. On the new worksheet, click on the ‘Edit’ menu. 
12. Click on ‘Paste Special’.   
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Select the ‘Values’ radio button. 

 
13. Select the ‘Values’ radio button. 
14. Click ‘OK’. 
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15. The data from the exported Detail report is now ready to be used. 
 

Note: The data can be manipulated using normal Excel functions. 
 

 
 

 
 
 
 


