
IN THIS ARTICLE

Download a Report of Transactions and Filter by
Status, Close Date, or Other Fields

SUMMARY

Download a spreadsheet of transactions for the current year, last year, or all-time. Then use

Microsoft Excel (or your preferred spreadsheet software) to sort or filter by any transaction field.

Download a Transaction Spreadsheet

Download a Transaction Spreadsheet

To download a Transaction spreadsheet:

Click the Transactions page from the top menu.1

Click the desired spreadsheet option from the Downloads section of the left

menu. Download transactions that were created in the current or previous year or click "Full

Spreadsheet" to download transactions regardless of the year they were created.
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The spreadsheet will be downloaded to your computer.3

Open the spreadsheet in Microsoft Excel or your preferred spreadsheet software. Filter

and sort as needed to view the desired transactions (e.g., sort by close date to view

transactions based on their close date).

4

Learn more about sorting and filtering in Excel. You may need to log in to a Microsoft account to

access these tutorials: 

Sort data in Excel in a range or table→                    Sort a list of data in Excel for Mac→

http://ppl-sandbox.knowledgeowl.com/#1
https://support.office.com/en-US/article/sort-data-in-a-range-or-table-62d0b95d-2a90-4610-a6ae-2e545c4a4654
https://support.office.com/en-US/article/sort-data-in-a-range-or-table-62d0b95d-2a90-4610-a6ae-2e545c4a4654
https://support.office.com/en-us/article/Sort-a-list-of-data-in-Excel-2016-for-Mac-3b0e62c1-ef88-4176-babb-ccf1cb1e6145?ui=en-US&rs=en-US&ad=US&fromAR=1



