
How to Export Data to Excel 
 

 
Step 1:  Log on to Cal Poly Pomona Finance Web Tools http://www.csupomona.edu/~psoft/
 
Step 2:  Click on Export Summary from the Position Lookup Result page  
 
Data appears 
 

 
 
Step 3:  Click Edit on the menu bar 
Step 4:  Click Select All 
 
Data is highlighted 
 

 
Step 5:  Click Edit again  
Step 6:  Click Copy 
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Step 7:  Open a blank worksheet in Excel 
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Step 8:  Click Edit  
Step 9:  Click Paste Special 
 
 
Results after Paste Special  
 

 
 
Step 10:  Click on Text, then OK 
 
 
 



 
 
Data will appear 
If data is NOT in separate columns, go to Step 11 
 

 
 
Step 11:  Highlight Column A 

   Click on Data on the Menu Bar 
   Click on Text to Columns 

 
Results after Text to Columns 
  

 
 
Step 12:  Choose Delimited 

    Click on Next 
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Choose Semicolon 
Click on Finish 
 
 
 
Results 
 

 
Format data to meet your needs  
 
 
 
 
 
 


