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Saving and Exporting a Summary Report Job Aid 
 
The NC E-Procurement Ad-hoc Reporting Application contains the functionality to save and/or export any report 
that is generated by the system.  The subsequent set of steps can be followed to save and export any of the 
seven available Summary reports. 
 
 

 
 

1. Once the report has been filtered to display the appropriate data, it can be saved by clicking on the 
‘Report’ link on the top left-hand side of the page. 

2. Click the ‘Save As’ option in the drop-down box. 
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3. Click the ‘My folders’ radio button. 
4. Select an existing folder or create a new one by clicking the ‘Create new folder’ icon. 
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Enter the desired folder name in the pop-
up window and click ‘OK’.

 
5. Enter the appropriate folder name and click ‘OK’. 
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6. Click ‘OK’ to save the report.  
7. The Summary report is displayed. 

 
Note: To access the saved report, click the ‘Report’ link on the top left-hand corner of the page and select 
the ‘Open’ option.  Select the ‘My folders’ radio button at the top of the report selection window.  The user’s 
personal folders will be displayed. Open the appropriate folder to find the saved report. 
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8. In order to export a Summary report, first hold down the ‘ctrl’ key on the keyboard. 
9. Click on the 4th icon, ‘Export table’ (still holding down the ‘ctrl’ key). 

 
Note: The ‘ctrl’ key must remain held down during steps 8-13 in order for the export to function correctly. 
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10. A pop-up window appears, displaying the available export options.  Select the 2nd radio button, ‘Data only 
(tab-delimited text)’. 

 
Note: The ‘Data with formats (Microsoft Excel file)’ option will export the report to Microsoft Excel, but 
maintain its current format (the way the report is presented in the SAS Application).  The ‘Data only (tab-
delimited text)’ format will export the report to Microsoft Excel in a tab-delimited format.  It is strongly 
recommended to export reports using the ‘Data only (tab-delimited text)’ option if the report’s data will need 
to be sorted or otherwise manipulated in Microsoft Excel. 

 
11. Click ‘OK’ on the pop-up window (still holding down the ‘ctrl’ key). 

 
Note: The ‘ctrl’ key must remain held down during steps 8-13 in order for the export to function correctly. 
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12. Click the ‘Save’ button.  
13. Release the ‘ctrl’ key on the keyboard. 
14. Enter a file name and save it to the appropriate location. 
15. Find the report and 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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16. The exported Summary report opens in Microsoft Excel. 
 

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

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 


