RHS-Export & Save An Excel Report
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Manage Vacancies
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Login to the RHS system.

——>e Select the Reports button

The Reports Available screen is now
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clicking on the Report name)
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While filas from the Intemet can be useful. some filas can potentially
hanm your computer. If you do not trust the scurce, do nat open of
save this file. ¥hat's the dsk?
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Click the Run Report button
Click the Export to Excel button

Click the Open button
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RHS-Export & Save An Excel Report

Steps Screen Displayed Procedures
3 | Sr—— IMPORTANT: If you get this message
The file you are trying to open, 'f4e02276-34cf-460d-ac8c-318c648a8207[ 1] g , is in a different format than .
_’S specified by the fle extension, Verify that the fi is not corrupted and is from a trusted source before opening the — CIICk the Yes button
£ fle, Do you want to open the fiE now?
Yes No Help
Your Report is now displayed in Excel.
4 |l&
| 1 : : .
To Save this report in Excel:
= e
Bi: ¥ Y
Paite BIU--Mh-A- EESEEE - $-4 o84 M Condtional Fam - -
> g (SR04 el g e e | e Click the Microsoft button
Clipboard s Fanl Aligrement Murmher ' Styles
Al d" Jx| Drasion
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1 |Dwision DepatmerUsedD &SN Last Hameirst Name Date Nomi Position N Local Job {Local Job Tl Result SeIeCt the Save AS Icon
2 |InformatiorHelp Desk 85200  3E+08 Barboto Lawren  FiFEREAH 50012800 8884 Senior Anc m
3 School Ba George Jer  BRZIT T7IE+08 eleuche  mohamed #2R2siss S0000%6T 518 Teacher, b ]
4 [School Ba Frostproof  B5320 THM62452 Philips  Roben  #Remes® 50042056 1927 Teacher. 5
5 |School Ba George Jur 85501 151E+08 Prerson  Celesle  AbFbReRe 50041856 1927 Teacher, b 5
& (School Ba Ceorge Jes 85953 2.53E 108 Maxwell  Mark FEFRER 50000564 518 Teacher, b 5]
7 School Ba George Jer  BESSS 293E+08 Crisp  Julie sEEEssss no00%e AT Teacher, & 6
8 |Schooi Ba Kathleen k86969 5.9E-+08 Shencheld Chnshe  Fememesy 50010088 9511 leacher, & B
9 |Schooi BaLakeland b 87251 46547120 Latine  Rocco  weveséed 50002868 518 Teacher, b M
10 linformatior Software C 88371 121E+08 Smat  Moma  #%emeee 50031858 474 Analyst - THA
11
1?7
5 The Save As screen appears.

Savein: |ﬂ My Documents

Select the icon (of the place you
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) SACS Acrediion fles
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My Documents
My Computer
My Network
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Too ] Sae Cancel

want to save this report)
EXAMPLE: The desktop icon.

Select the “Excel Workbook
(*.xIsx)” in the Save as type:
dropdown
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