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Export to Excel Options in Portal 
 
Throughout the Portal there is a facility to export lists, results lists, tables etc. to Excel. If this 
feature is available it is indicated by a green cross     in the top right part of the screen(s). This 
document provides examples of where this appears in the Portal. 
 
Portal Homepage 
 

 
 
The green cross appears in the top right of the Timetable and Tasks parts of the screen. Hover 

over this to see the tooltip as highlighted. Click the  to initiate the export. 
 

 
 
The system will export the contents of the table to Excel as displayed below. 
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Other Examples - Learner Lookups 
 
Enter details in search criteria to produce a results list. 
 

 
 
Green crosses available where highlighted. Depending on software versions in use, the file 
download message will appear: 
 

 
 
The system will export the contents of the table to Excel as displayed below. 
 

 
 
This feature is available in all other Portal Lookups and Results screens: 
 

 Enrolments 

 Applications 

 Enquiries 

 Payments 

 Courses 
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 Prospectus Courses 

 Groups 

 Companies 

 Activity Management Activities 
 
This feature is also available throughout the various modules within Portal – some examples 
below. 
 
 
 
Learner Enrolments 
 

 
 
Learner Attendance 
 

 
 
Learner QoEs 
 

 
 
Register Management Screen 
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Register Marking Screen 
 

 
 
 
Course / Registers Screen 
 

 
 
 
Staff / Learners Screen 
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