PTMS EXPORT INSTRUCTIONS


1. Create the report that you want to export out of PTMS.

2. Click on the export button on the toolbar.  There are two depending on what screen you are in:  one looks like two tables with an upward pointing arrow.  The other looks like an envelope with a downward arrow.  Or you can go to file, export.  Then click ‘next.’

3. You should get a dialog box that says ‘export’ that has two drop down lists.  The top one is where you can choose the format to export into – Excel should be an option.  The second one should be set at ‘disk file.’  When everything is set, click OK.

4. Choose where you want to save your file, then click ‘save.’

