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Introduction

Excel Export is a tool used to export data from Dynamic Reports to an Excel template for the
purpose of further manipulating data.

Excel Template

The Excel template must be uploaded to the office. Select Excel Templates from the
Reporting/Marketing expanded list to access the Search Excel Template dialog box. Click
Search to display the Excel Template Summary. Click Add to open the Excel Template Detail
dialog box. Enter a Description, click Browse to designate the Local File Path of the Excel
template and then click OK. Note that if any changes are made to the Excel template, the
template must be reloaded into the Office.

3 SmartDffice - Web Page Dialog

Excel Template Detail

Drezcription |

Keymord | FlE

Custom Template Creation

Step 1: Create a zample template by exporing the column headings
from the reports by clicking the Export Headings button. Madify
the column arder az necessany.

Step 2: Save the sample Template as an LT file.
Step 3: Skip step 2 if vou hawve already created an XLT

Export Headings

Upload Template

Lacal File Path | Browse... |

I OK I | Cancel ‘
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In the Search Dynamic Reports dialog box, click Search to display the Dynamic Report
Summary. Click Add to open the Category dialog box. Select the applicable Category and then
click OK. Make certain that the columns that you select exactly match the columns in the
uploaded Excel template.

<3 SmartDffice -- Web Page Dialog

Dynamic Report

Column Description || Mame/Description | | Report Package |
Contact Hame Source Dccupation DOE Review Date Tot:
| 135 100 175 7o 7o 100
| | »

e e

— —_—
&l Addresses - Contact.Contact Mame ] IContac‘t MName vi

Al E-mail Addresses Cortact Source[U]

Al Household Members Personal Occupstion

&l Key Relations Personal DOB a " )

Al Phones El Cortact Rewiew Date gglﬂrﬁgzomal Scrolling of First —
Alphatum Cortact B fit. Total Py i

NShZNE;Z o =ne  Fremium This featre sets the frst colnmn
Alphakey EI stationarny during horizontal scralling.
Case Status Selecting this aption siows down the
Compact Mame display of the spreadshest

Contact ID v| Use this option cavefily.

Column Attributes Options for Showing Office Name
Personal - Truncate Average ==
|Preferred A ddress j = — IEmheddEd in First Column vI

Preterred Phone I [ Suktotal = Total [ Sort by Office
Cortact Benefit inimuim Maximurm
Advisor Basic Info vI = =

I OK | | Cancel |
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After selecting the appropriate columns, click the Name/Description tab. Enter in a Report Name
and then click the Excel Templates hyperlink to open the Search Excel Template dialog box.
Click Search and then select the appropriate template from the Excel Template Summary. Filters
and Sets can be added to the report from this dialog box. Click OK to save the Dynamic Report
with Excel Template.

42 smartOffice — Web Page Dialog x|

Dymamic Report
Zolumn Description Mame/Description |
Dynmamic Report NameMDescription The Filter(s) Associated With This Report

Report Hame | Add one or more fiter{s) to the following spreadsheet o be
associated with this report.
Report Class

Keywords [E3 | Selected Filter List + i

Excel Templates

ipti PEC
Description 1B

™ cClick here to change the filter parameters at run
time.

I OK I | Cancel -
< |
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Export Contents to External Application

From the Dynamic Report Summary, tag the newly created report and then click the Export
Contents to External Application button ’. The Smart Link for Excel Reports process dialog

box displays.

SmartLink for Excel Reports x|

Receiving response ...

Reading 50176 bytes ...

 1In

After processing, the Microsoft Excel template spreadsheet displays.

information. Thiz is a necessary step for the data to show cormectly.

Analyze Data |

Data

‘whe recommend making a copy of this worksheet befare
Country

Diizplays the address information by country.

City
Displays the address information by city.

1. Ifthe PivotTables are not displayed, right-click. in the grey area
2. Select PiworT able.

The data must be refreshed each time the repart iz run.

Categany: Contact - Individual

Caolumn:
Contact.Contact Mame
PerzonalOOE
Contact Review Date

making any changes. Zip
Displays the address information by zip.

3. Click the exclamation symbol (& refresh button) to refresh the data.

4. If familiar witk FivotT ables, modify the existing table or create anather.

T SmarGfice Dynari Report Requirements

‘when created the dynamic report, these columnz must be uzed in the following orders.

*

Eiefare viewing the information, click the following buttan ta run the macro. This will process the caleulation needed to dizplay the

W

5
This worksheet contains data esported from SmartOffice. Displays the addvess inform.ation by state.

*
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