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Export EPM Data to Microsoft Excel  
The purpose of this job aid is to explain how to export data from EPM to Microsoft Excel. 

Complete the steps below to export data from EPM to Microsoft Excel:  

1) In EPM, access the Position Budget Forms 
data or the Departmental Budget Forms data 
you want to export. 

2) Select Actions  from the toolbar or 
right click in a cell. 

3) Scroll down to the bottom of the menu and 
select Spreadsheet Export. 

Options:  

If you are using Chrome: 

• Select Export. 

• Select location and name file. 

• Save File. 
 

If you are using Firefox and depending on how 
you want to export the data, select the 
appropriate option and then click OK: 

• Open with Microsoft Excel. 

• Save File.  

• If you selected “Open with 
Microsoft Excel”, you may be 
presented with a message, “Do 
you want to open it anyway?” 
select “Yes” to proceed. 
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Example of Excel File downloaded from EPM: 
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