
        Search Results display – Customize and Export results 

 
Use the gear icon- “Employee Maintenance Assistant” to change columns and the Save icon to save 
choices. 

 

 

 

 

 

 



        Search Results display – Customize and Export results 

 
New columns now appear on the Search Results panel. 

 

 

Perform new search and results include data for newly added fields. 

 

 

 

 

 

 



        Search Results display – Customize and Export results 

 
Click on Grid Output icon to export to Excel 

 

 

Click on Include column headers, and uncheck any columns you do not want to export.  Click on 
Continue. 

 

 



        Search Results display – Customize and Export results 

 
The data has now been exported to Excel. 

 


