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Step by step guide 

1. Access OFA Faculty APR Status report 

 

2. Hover over to right side of the report. Small icons will appear at the top of the column names. 

 
 

3. Click on the three dots (ellipsis) icon and select Export data. 

 
 

 

 

https://app.powerbi.com/groups/me/reports/23a61297-cc0d-41bb-92dc-5e25139cdbf3/6820641356f7d690a3ca?experience=power-bi
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4. Select the first export option and click Export. The file will be saved on your machine. 

 
5. Access the file from 

• The download icon on the right side of your browser. 

 
OR 

• The Downloads folder on your machine. 

 


