
07 - Export My Data 
Assumption: You have queried specific invoice(s). 

Throughout this application, you will see Download links.  Whenever you encounter the link, you can left 
click the link to download the information on that screen.  Downloading can be very effective for 
determining total receivables, extracting payment information to update your financial system, or even 
reconciling invoice statements.   

1. Left click Download 

 
 

2. Left click Open 
 

 
 

3. When the excel file opens, you can review your data, sorting and calculating in the way that best 
meets your needs. 
 

 
 


