LISTS OF JOBS - PRINT AND EXPORT

To print lists of jobs OR to export lists of jobs to an Excel spreadsheet, type
‘JL'into the Index field on the Navigation/Home window.

[y Tn [=raed1L - Jobs Lists Reparts

OR, click on the Jobs Management Window link on the Navigation/Home
window, and use the Jobs Lists button on the window that opens.

On the Basic Jobs Lists and Reports window, use the ‘From’ and ‘To’
fields to select the jobs, customers, or types of jobs to display in the jobs
list window. Click the *View All' buttpn to show all jobs.

Use toolbar buttons to print variou
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spreadsheet.
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EXPORT LIST DATA TO AN EXCEL SPREADSHEET

You can save the list data by clicking the button labeled ‘Save As Excel Spreadsheet’.
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Then click the OK button.
When it is finished, you

will receive a message that
it has been saved. To open
the file, open Microsoft
Excel, and open the file
from wherever you saved

it.
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NOTE TO REMOTE USERS:

IF you save a file to ‘My Documents’ on the Remote Server, you will not be able to open it until it is downloaded to
your own computer. Please follow the instructions in the ‘Remote User Guide’about downloading files from the serve
to your own computer.

IF you navigate to your own computer to save the file, then downloading as mentioned above will not be necessary.
HOWEVER, it CAN be faster to quickly save to My Documents on the server and then download later. This will
avoid waiting for the program to calculate AND download at the same time.



