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How to Export CMOD Reports to Excel 
1. Once the report has been opened, click on the copy pages to file button. 

 

 

2. Indicate which pages to copy by selecting All, Current Page, or Selected pages. Click OK. 

3. Click ‘Browse’ to select the location where the document will be saved. 
4. In the ‘Open window’, enter the document name in the ‘Filename’ field at the bottom. 

a. Be sure to add .txt after the file name (example: Unknownfathers.txt). 

 

5. Click the ‘Open’ button. 
6. Back in the ‘Copy Document Pages to File’ window, click the ‘OK’ button.  
7. Open a blank Excel worksheet. 
8. Click on the ‘File’ tab, select ‘Open.’ 
9. Find and open the document by changing the file type to Text Files at the bottom of the 

window, navigating to the location of the saved file, and then click ‘Open.’ 
10. Once the file is opened, a “Text Import Wizard” window will open. This window allows 

the user to set the parameters for the excel worksheet. 
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12. Click the ‘Next’ button to proceed to Step 2. 
13. Scroll down (using the scroll bar) until case number information in the report is visible.   

a. Step 2 of the Import Wizard allows the user to insert lines. Inserting lines 
between information creates separate columns in the Excel worksheet.  This will 
help the worker sort the data once exported. 

b. To create a line, double left click the mouse in the data preview window. To 
remove a line, double click on an existing line. 

14. Add lines where appropriate. 
15. After all appropriate lines have been inserted or deleted; click the ‘Next’ button to 

proceed to Step 3.   
16. Step 3 allows you to set the format of the data in each column.  One at a time, click on 

each column shown in the data preview at the bottom of the window, and set the 
format of that column to ‘Text’ in the column data format section at the top left of the 
window. 

a. If a section is not important, select the ‘Do not import column (skip)’ option. 
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17. Once all sections have been set, click the ‘Finish’ button. 
a. Now the data will appear in the Excel worksheet. 
b. The columns can be expanded by double clicking in the grey area between 

column headers (for example, double clicking on the line between A and B will 
expand column A’s width to accommodate the largest item in column A). 

18. In order to sort the data, first highlight all the information in the worksheet. 
a. Next, select the ‘Data’ tab and click on ‘Sort’.  

b. A menu box will appear asking how the worker wishes the information to be 
sorted. 

c. Choose the column and order (for example, choosing Column C will sort the 
information my NCP last name and choosing A to Z order will place the names in 
descending alphabetical order).   
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19. Once the information has been sorted, the worker can delete all the extraneous header 
and footer information so that the report contains only data information. 
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