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RHS-Export & Save An Excel Report 

Steps Screen Displayed Procedures 
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Login to the RHS system. 
 

• Select the Reports button 
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The Reports Available screen is now 
displayed. 
 

• Select the Report (by double 
clicking on the Report name) 
 

• Click the Run Report button 
 

• Click the Export to Excel button 
 

• Click the Open button 



Created by Polk County Schools Help Desk 519-8042 or 51586 
07/28/10 

2 

RHS-Export & Save An Excel Report 
Steps Screen Displayed Procedures 

 
3 

 

 
 

 
IMPORTANT:  If you get this message  
 

• Click the Yes button 
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Your Report is now displayed in Excel. 
 
To Save this report in Excel: 
 

• Click the Microsoft button 
 

• Select the Save As icon 
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The Save As screen appears. 
 

• Select the icon (of the place you 
want to save this report) 
EXAMPLE: The desktop icon. 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


