Saving another copy of the report under a different filename in Excel 2010

This lesson examines how to save another copy of the report ot a different filename using Excel
2010

Enter the application menu
|= NavigatorExport73.xls [Compatibility Mode] - Microsoft Excel o BOR
Home Insert Page Layout Formulas Data Review View (A} o o P 23
=5 Number - galnsetr X v s
== A 8 A, ?
=8 $-% o 3* Delete - [§]~ Z éa
w0 .00 Styles | .., ~ Sort& Find &
i v .00 .0 v gl Format ¥ | (2~ Filterv Select~
Clipboard & Font , Alignment , Number , Cells Editing
J27 v J< | 20926.6486809295 v
A B & D E F G H | J -
1 This is a report title
2
3 Cible Beverages - Beer - Glasses/cans/bottles/past 7 days - Any of [ None, 1-3]
4 Campagnes 4,8
5 Trier par Taille du marché RMR, Afficheur, Produit
6
7 4 semaines
8 Marché RMR Afficheur Produit d'Affichage Circ No PEB Marche PEB Cible Imp Cible |=
9 Moy / Jour Faces [Jour P F Camp Camp (000s)
10 Toronto Astral Horizontal Posters 35,000 47 25 58 [12.0 697 34,924
11 Plan #1 Street Furniture (68x47) [ 19,000 87 25 65 [ 109 702 35177
12 Astral Mix 20,400 134 50 73 | 1941 1,398 70,101
13
14 Horizontal Posters 27,500 60 25 61 [ 116 700 35,093
15 ‘Street Furniture (68x47) | 22,800 73 25 60 [ 117 705 35,327 |-
16 OUTFRONT Mix 25,300 133 50 70 | 20.0 1,405 70,420
17
18 Pattison Horizontal Posters 24,200 68 25 60 [ 116 698 34,986
19 Street Furniture (68x47) [ 13,500 123 25 59 [12.0 702 35,181
20 Pattison Mix 21,400 191 50 69 |20.3 1,399 70,167
21
22 [ Toronto Mix | 22200 | 458 | 150 92 457 4202 | 210,689
23
24 Montreal Astral Horizontal Posters 46,500 23 25 58 [ 11.8 680 21,086
25 Plan #1 Astral Mix 46,500 23 25 58 [ 11.8 680 21,086
26
E OUTFRONT Horizontal Posters 39,300 27 25 58 [ 116 675 20,927
28 Street Furniture (68x47)1 15.600 69 25 60 [11.3 685 21242 |~
4 4 » M| Targetl / Calculation Log . Coding Page . ¥J 4| - il | »
Ready | |0 M 100% (=) 0 +) .

When Excel is launched from COMBNavigator®, a copy of the reportis saved in Excel format
within the My Documents\COMB directory. Excel offers the opportunity to save the report with a
different filename.
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Within Excel 2010, select the green File tab

Save as

®| =, R R NavigatorExport73.xls [Compatibility Mode] - Microsoft Excel o B R
Home Insert Page Layout Formulas Data Review  View o @ o @ =R
A Save . . e
Information about NavigatorExport...
B, Save As = A—
C:\Users\ross\Documents\COMB\NavigatorExport73 .xls e
-_——
[ Close - E “u‘d:::::.:
Compatibility Mode TR T
Info ‘@ Some new features are disabled to prevent
problems when working with previous )
. . . L. . Properties ~
Convert versions of Office. Converting this file will
Recent enable these features, but may result in Size 15.0KB
layout changes. Title Add a title
New Tags Add a tag
Categories Add a cate...
Print Permissions
gl? % One or more sheets in this workbook Related Dates
have been locked to prevent Last Modified Neves
Save & Send Protect unwanted changes to the data. ' o
Workbook - Coding Page Created Never
Help Last Printed Today, 8:20 ...
] Options _ Prepare for Sharing Related People
Exit ( :/.4 Before sharing this file, be aware that it Author Add an aut...
' contains: .
Last Modified By  MNot saved y...
Check for Content that cannot be checked for
Issues - accessibility issues because of the
current file type Related Documents
Ju Open File Location
Versions Show All Properties
@ ) There are no previous versions of this
file.
Manage
Versions ~

Select Save As. The Save As dialog will appear.
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Select location of report copy

Save As S
OO 2 | .. » Computer » OS(C:) » Users » ross » MyDocuments » COMB v | 5 | | Search COMB pel '
Organize ¥ New folder SEmn ) @
& Downloads i Name Date modified Type Size ki
= Recent Places . =
&) cDRxls 21/11/201112:54 ...  Microsoft Excel 97... 31KB 3
m Desktop = . ) L
CDR2.xls 21/11/201112:54 .. Microsoft Excel 97... 31 KB
. &) cDR3xs 21/11/201112:55...  Microsoft Excel 97... 31 KB
4 | Libraries X ) .
NavigatorExport.xls 06/10/2011 5:25PM  Microsoft Excel 97... 11 KB
4 E] Documents . .
J’ - B NavigatorExportl xls 06/10/2011 5:28 PM  Microsoft Excel 97... 10 KB
sic =
e Y NavigatorExport2.xls 11/10/201110:14 ...  Microsoft Excel 97... 11 KB
(=] Pictures . .
- @J NavigatorExport3.xls 11/10/201110:15...  Microsoft Excel 97... 15KB
eos
I NavigatorExportd xls 11/10/201110:15...  Microsoft Excel 97... 19 KB
NavigatorExport5.xls 12/10/20111:11 PM  Microsoft Excel 97... 37KB
+& Homegroup — R . .
B NavigatorExport6.xls 12/10/20111:40 PM  Microsoft Excel 97... 11 KB
NavigatorExport7 xls 12/10/2011 212 PM  Microsoft Excel 97... 11 KB
< M Computer . ) . )
B 05(C) & NavigatorExport8.xls 12/10/2011 213 PM  Microsoft Excel 97... 11 KB
- . NavigatorExportd.xls 13/10/201111:26 ...  Microsoft Excel 97... 37KB
& PortableApps.com (Q:) & . :
K _] NavigatorExportl0.xls 13/10/201111:29 ...  Microsoft Excel 97... 37KB
&® private (\\FILESERVER) (Y:) = . . -
e O < NavigatorExportl1.xls 13/10/201112:06 ...  Microsoft Excel 97... 13KB <
IR NewFilename.xis 0 -
—
Save as type: [Excel 97-2003 Workbook (*:xls) v

Authors: ross Tags: Add atag

[] Save Thumbnail

“ Hide Folders

Title: Add a title

Tools ~ Save

Cancel

2. Select the File name box. Enter a new filename.
3. Select Save.

Acopy of the report will be saved with the new filename in Excel format.
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