Instructions on Creating Excel Spreadsheets from IRSS Reports:

1.
Create an IRSS report that lists the data you want in the excel spreadsheet.  Arrange the columns on the report in the order you want them in the spreadsheet from left to right.

2.
Once you are sure that the IRSS report is producing the data that you want in the Excel spreadsheet, you export the IRSS report by choosing “Print to File” from the IRSS report menu.   A file name dialog box will come up asking you for a name for the file.  You need to name the report something meaningful and the report name needs to end in .txt so that the report will be exported as a text file and Windows will know it is a text file.

3.
IRSS will not give you any choices on where to save the exported file.  It will export the file to the following folder:

C:\isuite\Program Files\IRSS

4.
At this point you are ready to import the file into Excel.  You do that by starting Excel, going to File -> Open, and then make sure that at the bottom of the File Open Dialog Box you change the File Type to ALL Files so Excel will be able to see .txt files.  You then have to navigate to the IRSS folder described above and open up the .txt file that you created in step 2.

5.
When Excel opens the file, it will see that it is opening a .txt file and it will walk you through some dialog boxes where you confirm that your file is fixed width and where you will set the column breaks for the columns you want in Excel.  


a.
Set the import process to start importing on the first row of data in your .txt file.  That will almost always be row 4.  Set the “Start import at row 4” button to 4 and click on NEXT.


b.
Now you have to make sure the column dividers in the Excel spreadsheet are set where you want them.  Excel will try to get them right but it may not get them all correct.  You can put a new divider line anywhere you want simply by clicking in the appropriate place in the window.  You can remove a divider line by double-clicking it if you have one you don’t need.


c.
Once you have all the columns divided by lines correctly, you click on the NEXT button.  On the next screen you need to scroll over to any date columns, click on the column headings for the date columns, and tell Excel they are date columns by clicking on the date button in the window.


d. 
At this point you are ready for Excel to import the date so just click on Finish and Excel will import the data.

Note that if your columns in the spreadsheet are not right you probably did not get the column divider lines placed properly in step 5b above.

Good luck.

