
 

 
 

Enterprise Analytics 

© Training and Organizational Development 
Human Resources 
University of Florida, Gainesville, FL 32611 

Updated: January 13, 2021 
Page 1 of 5 

How to Download Reports in a Format I Like 
 

 

You have your Report  

…You know your filter values  

….You get your Report  

…..It’s not in the format you want  

 

No worries just follow the quick steps below and you will be good to go! 
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1) This is your report page after you have entered your prompt values and clicked Finish. 
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2) Click the Down Arrow near the Play buttonon your screen 

 

   

 

                     

This opens a list of formats you can choose to view your report in. 
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Now if I want to view my report in PDF all I have to do is click the Run PDF option and I will get my report displayed in 

the below format 

 

Here I have access to regular PDF options like Rotate Clockwise, Download and Print 
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Now if I were to decide I want my report in excel again I go to the little Down Arrow near the Play button like in step 1. 

 

 

 

Now I can pick Run Excel to get a excel download of my report 

             Run Excel Data to get an excel download with no formatting (things like column colors will be left out)   

             Run CSV to get a CSV file of your data 

 

 

End Result: You should have your report in the format you want. If not please feel free to reach out to one of the 

resources below. 

 

ADDITIONAL HELP 
Technical issues, contact the UF Computing Help Desk 
352-392-HELP 
 

Policies and Directives, contact the University of Florida Reporting Services 
reporting-services@ufl.edu 
 

Keep in mind this could take longer if your file is very    

large 

mailto:Reporting-Services@ufl.edu

