*These instructions are for Microsoft excel 365. If a different version is being used, the instructions may be a little different.

Navigate to the tableau site via your desktop or web browser
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From the homepage, click explore on the lefthand side
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On the right-hand side drop down the agency box and the clinic box. Your agency/clinic options will be same as SPIRIT and will not be the same as this
screenshot.
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Click in the top right corner “choose a format to download”.
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Choose “crosstab”
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Choose excel and click download
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Click the downloaded file in the top right corner (chrome browser)
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Click “page layout” at the top of the screen. Choose orientation and click “landscape”
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d “set print area

AutoSave rtified Participants Missing Benefits (2) £ Search Duncan, Aimee
File Home Insert Page Layout Formulas Data Review View Help Acrobat ™I Comments ‘ ‘ & Share ~|
B colors ~ @ F\D ] Fwidth: |Automatic ~| | Gridlines Headings |:||_-| L—lj E’E E:l .@ =N
Themes Fonts - Margins Orientation  Si Print | freaks Background Print ID Height: |Automatic U= U= Bring Send  Selection Align Group
- [ @ effects~ - - ~\|Areas/ ~ Titles | CNScale |100% I et | [JPrint | Forward~ Backward~ Pane  ~
Themes Pag B Set Area (] Scale to Fit [l Sheet Options [l Arrange ~
G9 - Je Clear Print Area ~
A B | C D E | F | & H 1 | 3 | K | L M | N | o | P | a | | Z | AA | AB Ac | [4]
1 |Agency Clinic Household State WIC | Participant Date of Birt WIC Status Certificatior Last Check Next Appoir Represent: Telephone Mailing AddMaiIing City Mailing ZIP !
2 [HILL CHESTER 'b0008528 0669924 i i
3| Mo67e186 ! !
4| 0684787 E 3
5 | HAVRE WiB0500067 0686746 ! !
6 | 0693885 i i
7 | 0575097 M0693292 ! !
8 | %osa3165 0695502 i 3
g 0583215 0672393 ! !
10 0602237 00695099 |:! | |
11| fo602512 Moas0a6e i i
12 | T0688075 i 3
13 | 0605917 0675466 ! !
14| 0686729 i i
15 | Mo606589 0695689 ! !
16 | 0611289 0668948 i i
17| 0669956 ! !
18| 0692569 i i
19| "o613548 M0673737 ! !
20 | 0614603 T0676222 i i
21 | "b0614961 0681250 ! |
22| 0615287 00680294 i i
23 | 0617301 0663761 ! !
24 | 0621735 T0692049 i i
25 | 0695859 ! !
26 | 0621846 0622326 E 3
27| fo622750 0694752 ! !
23 | T0694753 i i
29 | "b0623254 0695400 ! |
30| 0623348 0625634 E 3
31| "0623695 0696469 ! !
39 | %o623858 0696815 i i
| |
34 | ' !
35 ! 1 L
| A I A NS Ay ) AU M AR ) AR VSRR SR N A I [ I AU OSSR ARV U AVROUURU) USRI ISR IR IS AU USSR IS I
Eh H ; [
Sheet 1 (&) [4] | [
Ready T% Accessibility: Good to go H m -+ 1o

13



The edges of the printed area will show up as a dotted line
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OPTIONAL* If you want to remove any columns in a report, Highlight (ctrl + click column header) and delete (right click, click delete) Ex: Keep HHID, WIC ID, cert
end date, last check end date, next appointment

e This may be used if you want to get everything on one page for printing. This is not required.
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Adjust cells so that you can see all relevant information you would like and make sure they fall to the left of the dotted line, otherwise it will not print. You may
need to drag the right edge of the cells to see all the information in the box.
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Drag to select all cells on the screen
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Select the border option, on the home tab, under the font on the toolbar. Click “all borders”

Next, we are going to print. Click file in the top left corner.
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Select print from the menu on the left
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