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In Box Export

NOTE:  The In Box Export feature in Modern DCPDS creates an extract of all the data in a view of the Civilian In Box.  This extract can be formatted in Excel and then used to manage workload on a daily basis.  Additionally, due to the functionality of the Excel program the data that is extracted can be sorted and saved, as well as split into different reports.

EXAMPLES:  

*Processing:  Can be used to manage the workload in the WGIBUDDY-Suspense Actions box; a designated user can export the data and then sort it by organization and then distribute to other processors.

*Staffing: Can be used to export the daily workload information for reporting purposes.

*Supervisors:  Can export in-boxes of employees to facilitate workload management.

· Beginning at Main Navigation page, open the Civilian Inbox.
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· From the top menu line, select “Action”, then “Export.”
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· Click the radio button to choose “To a text file (tab-delimited).
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· Click on browse: 
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· Choose file storage location & name and click “OK”
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· Click on “Export”
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· Click “OK”

· To open the file that was created, go to My Computer, click on left side of mouse and select Explore.
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· Find your file and double click.

· The system prompts the user to select the program to open the file.
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· Highlight excel and then click <OK>.
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In Box Export

Mod 5, Chap 17, Pg 1
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