
Instructions for the Use of Excel for Reports in the EIS 
 
9.) Request:  DS-EIS-EOAS 01-00-0095  Export to Excel functionality from all list 
pages .Fix:    EIS Users will now have the ability to Export and save the data included on 
any list/grid page to an Excel Spreadsheet.  A Save to Xcel button will appear on each 
list/grid page.  Internet setting may have to be readjusted to allow this functionality.  
Setting will be sent via a separate document. 
 
Step 1: Open any list/grid page in EIS and Click the Save XLS button 

 
A Dialog message box will open on your screen giving you the chance to Open an Excel 
Spread sheet, Save the Excel Spread Sheet without it opening or to Cancel the activity. 



 
Click the Open button and an Excel Spreadsheet will appear on your screen. 
 

 



Go to any column border and double click it to modify the width of the column.  The 
column will widen to accommodate the data it holds. 

Click the Red X in the upper right hand corner of the Excel Spread sheet and a Dialog 
message box will appear to allow you to Save, Not Save or Cancel. 
 



 
Click the Save button, and it the Save as Type: drop down choose Microsoft Excel 
Workbook (*xls) 
 

 



Choose a folder on your computer to save the file to.  Here I have chosen the AATEST 
folder. 
 

Enter a File Name:  I named my file SAVEFILE. 
 

Click the Save button to save the SAVEFILE to a Microsoft Excel Workbook in your 
designated drive or folder. 



 

You will return to the List/Grid page that you started on.   You should wait a couple of 
seconds to let the page refresh before moving on to your next activity in EIS. 
 
These are among the leading requests that have been received through 
TECHSUPPORT regarding needed changes to the system.  I was able to 
represent the need for these changes to the other SP_Leads and Data 
Center staff.  Today or tomorrow you will see the result of your requests 
and the efforts by Rick Hayward, Mike Biddle and their team to see these 
changes have become reality.  More will come in the future. 
 


