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Mobius View™ Quick Reference: Download Report 
 

 
 
 
 

 

How to download reports into Excel format: 
 

1. The list of available reports will be displayed.  Select the report your wish to view and download. 
 

 
 

 

 

 

 

 

 

 

 

 

 

 
 

 (Continued on the next page) 
 

 

Select your report from 
the available list. 

Downloading Reports - Excel Format 
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Mobius View™ Quick Reference: Download Report 
 

 
2. Open the report folder by selecting the date.    

 

      
    

3. The contents of the report will display in the right pane for viewing.  The folder will be empty if there is no data to 
populate the report on that given day. 

 

 
 

 
 
 

(Continued on the next page) 
 

Select the desired date 
and click to open.  
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Mobius View™ Quick Reference: Download Report 
 

 
 

4. To download the report, hover your curser over the school code in left display panel then select the ellipsis …  
 

 
 

5. Select Extract.  This will open to display the extract Policy. 
 

 
 
 

(Continued on the next page) 
 
 
 
 
 
 
 
 

 

Select Extract 
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6. Select the Shared Policy. 
  

 
  

7. Report detail displays.  Select Export to save the report into Excel. 
 

 
 
 
 
 

(Continued on the next page) 
 

Select Export  
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8. An Export window displays.  Unselect the check the box for Exclude Column Headers and select the check box for Don’t 
Zip Export File.  Select Export. 
 

 
Select Open to automatically open the report in Excel. 

 

 
 

9. Once the report results display in Excel you can save or print the information.   
 

Select the 
export 
options  

Select Export  

Select Open 



 

 
 

6 
 

Mobius View™ Quick Reference: Download Report 
 

 
 
 

 
How to download reports into Text and PDF formats: 

1. Once you have the report opened, select the Download from the menu bar. 
 

 

 

 

  

 
 
 
 
 
 
 
 
 
 

2. The Download menu displays.  Select More for additional options 
  
 
 
 
 
 
 
 
 
 

  
 
 
 
 
 
 
 

 

Select 
Download
 

Select Download 

Downloading Reports - Text and PDF formats 

Select Download  

Select More 
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3. Select the document type (Text or PDF) in the Download Text Document as dropdown box. 
4. Select the check boxes for Download PDF and Text Documents in one file and Don’t Zip Single Files. 
5. Select the Download button. 

 

 
 

6. Select Save or Save As from the download dialog box. 
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7. Name the file and Save it into a designated system folder. 
 
 

Name the file and 
save it in a system 
folder. 


