. cerenade

REPORTS - HOW TO EXPORT MY CONTACTS TO EXCEL

1) Go to Home and click on Standard.

Home > Cerenade Eimmigration TEST Control Panel - Welcome Araceli Ornelas (Sign out)

4 File Access and Management
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All Law Firm By Atty/Paralegal

2) Click on the Contacts link.
Home > Standard Reports > Contacts
Contacts Cazes Employers Billing

Reports for Contacts

1. Display all: Employers = Contacts = Corporate Clients

-

2. Contacts by date of cre; r isplays contacts entered into the system between to dates

3. Expiration dates fracking: Displays documents expiring between two dates (All Law Firm)

4. Additional Documents: Displays additional document expiring between two dates (All Law Firm)

3) Once the report generates, click on Export to file.

Your Law Firm Logo

Image Format: ,GIF Image Size (dpil: 300W x 70H

Home > Standard Reports > Contacts > Contacts List
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4) Make your selection.

File Download

(X)

Do you want to open or save this file?

@ j Mame: Resulks.xls
L Type: Microsoft Excel Worksheet

From: s, gimmigr ation, com

Open ] l Save ] I Cancel

harrn your computer. 1F pou do not trust the zource, do not open ar

= '; | W'hile filez from the Internet can be uzebul, some Hles can potentially
L.
= zave this file. What's the risk?

5) Once the selection has been made, this is how your report looks in Excel.

Microsoft Excel - Results[2].xls

@_1 Eile Edit Wiew Insert Format  Tools Data  Surround 5CM Window  CoSign Help
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Al - A Last Name

A B C 8] E

1 Last Name First Name Telephone Email DOB
2 7 UNKMNOWN = T LINKMNOWN =
3N 1
4 (987 B54 behdad@cerenade.com
5 A a
B |A P 12-345-6785 spai@spa.com 01011980
7 |ABC Hy
8 |AGATSTEIM Tyler 410-2156159 08/02/19588
9 |AGRONT Sonia
10 |AGRONT Sonia
11 |AGUJA Manny
12 |AHAGHOTU BENOMNEY 202-438-3524 08051960
13 [ALBERTS Jennifer 262-985-6588  |paolaf@stephenhdavis. com 12151942
14 |algeo Ray 09,21,2003
15 | A Sandra
16 |APPLANADE Maria 889-596-8586  |Mhig@cerenade.com 0343141950
17 | Arvin June
18 |ASSANTE Harry hairyass@@ogmail.com
19 |BACIGALUPD MARCELA, 123-456-783 marcela@marcela.com 0242411970
20 |Bart Lisa 02022061

For more information and articles, please visit www.eimmigration.com




