
Exporting Results into Excel 
 
 

Any data extracts (i.e. search results based on parameters entered) can be exported into an 
Excel worksheet.  
 
 
1. Once the search results are returned, click on the File option in the toolbar. 
 

 
 
2. Click on the Export option within the File menu. 
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A Windows message box resembling the one below will appear.   
 
3. Click on the SAVE button. 
 

  
 
4. A SAVE AS dialogue box will appear. Enter a name for the file, choose the location to 

which it will be saved, and click the SAVE button. 
 

 
 
The file should now save to the computer. 
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5. Open an Excel window, and from the menu bar, click File, then Open. 
 

 
 
6. The OPEN dialogue box will appear. Locate the file, and then click Open. 
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7. A TEXT IMPORT WIZARD window will appear. Make sure that the ORIGINAL DATA TYPE is 

set to Delimited, and then click FINISH. 
 
The export process should result in an Excel spreadsheet resembling the one shown below.  
Resulting data can now be sorted and manipulated as needed.  The file can also be saved 
in Excel format for future use, or left in the .tsv format. 
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