Exporting & Saving Files from the Cloud
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Example of how to Export data from Excel to your local machine
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3. AWindows Explorer window will appear allowing you to choose a save location and press Save.




KM Save As

&« © 4 ||« Public » Public Documents » User v|® | Search User »
Organize v New folder = @
= Thispe * Name Date modified Type

B Desktop £1] Booklxlsx 1 08PM  Microsoft Excel W)
B Documents £ sampledatainsurancealsc 1 M Microsoft Excel W
¥ Downloads

D Music

&) Pictures

I8 videos

== WebFile on JSDF.
2., Local Disk(C) v <

File name: | Book1xlsx

Save as type: | Excel Workbook (s

Authors: La Marr Bascomb Tags: Addateg

[J5ave Thumbnail

~ Hide Folders

Tools = Save

Cancel

**It is recommended that you Choose a Folder within the
Public Document Section (as it is backed up regularly).

**Avoid Saving Items to the Desktop or WebFile. The
Save/Export process is not instant in any program.
Directly saving or exporting to WebFile can cause an
invalid/corrupt file to prematurely be sent to your local
machine for download.

4. After Saving Navigate to the same location and simply copy or move the recently saved file to WebFile.
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5. This triggers a download within your browser of choice If you are using Chrome it should appear at the bottom.
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6. This means the file is now on your local machine in your default download folder. You can open by clicking on the
download itself or the arrow next to it to open the location. Typically this would be located in your Downloads folder

but this can be changed within your browser settings.

Example of how to Export data from Sedona to your local machine

1. Generate or Print preview your desired data from within Sedona and you will be brought to the screen below.
2. From here Either click File > Export > Excel or Click the Excel option on the bar toward the top middle.
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7. AWindows Explorer window will appear allowing you to choose a save location and press Save.
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**It is recommended that you Choose a Folder within the
Public Document Section (as it is backed up regularly).

**Avoid Saving Items to the Desktop or WebFile. The
Save/Export process is not instant in any program.
Directly saving or exporting to WebFile can cause an
invalid/corrupt file to prematurely be sent to your local
machine for download.

8. After you have chosen a save location and copy or move the desired report to the WebFile location.
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9. This triggers a download within your browser of choice If you are using Chrome it should appear at the bottom.
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10. This means the file is now on your local machine in your default download folder. You can open by clicking on the
download itself or the arrow next to it to open the location. Typically this would be located in your Downloads folder

but this can be changed within your browser settings.




