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Navigation:  Home > Reporting Tools > Query > Query Viewer 
 

Step Action 

1.   Enter the title (or partial title) of the query.   

2.   Click on the "Search" button. 
 

      

3.   Click on the Excel link to download to Microsoft Excel. 
    

 
      

4.   NOTE:  A new window will appear, so disable all pop-up blockers!! 

5.   Enter the appropriate info for the prompts. 

6.   Click the View Results button. 
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Step Action 

7.   Click the Open button.   
 

      
   

8.   Your query will appear!!  You may modify the info in Microsoft Excel. 
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