Quick Reference Guide:
How to Export all Active Projects WaveWorks

TRANSFORMATION IN MOTION
Purpose:

Follow these steps to export a list of all Active Projects. This is only available to employees who can
access the Projects Tab in WaveWorks.

Step-by-Step:
Once signed into

WaveWorks, click on Projects
the Projects tab.

Click on Project
Financial Management.

il

Project Financial

Management
Click on Show Filters.
Name, number, or saved search O\ Show Filters

Make sure Active e .
Status is chosen and tatus
click ok. (] A
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(] Draft

|| Pending Close
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OK
Click Export to Excel. Viewv < [H| 7| = Detach

The report takes several minutes to export
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The export will appear Q N v B
in the bell notifications. Notifications Show Al
[ ] 2 minutes ago

Your exported data is available for review in the export.xis file

Click on the export. Q N v B
Notifications Show All
[ 2 minutes ago

Your exported data is available for review in the export.xis file
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Open the download. Lo o

export (2).xls
0' 5.6 MB « Done

Sort or Filter as al [7 Y NZ Clear
needed. Zl Sort Filter 2 Reapply
. gAdvanced
Sort & Filter
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