Instructions for Exporting Facility Records from the DHD for Use and Review
Follow the steps below if you need to use the information in the Facility records for mass mailing or need to review and compare the information in the records. These same steps can be used with the other record types throughout the DHD system
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1. In the Facility manager screen, change the number of records to view to 500 and click View. You can also set the other filters if you want to limit the export to more specific selections.
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2. When all the records you want to export are viewable on the Facility manager screen, click on the checkbox at the top of the list to the right of the City column. This will select all the records listed. If you only want to export specific records, just click on the check box next to the records you need.
3, With your records checked, scroll down to the bottom of the screen. There you will see the Export to Excel link. Click this link and the DHD system will create an Excel file for you to download that has all the data from every field from all the records you selected. You can use this as the data source with MS Word to produce merge documents, such as mass mailings, or to review and compare the records.
