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Create a Manager SE Data Export File for Excel (csv) 
 

 
 

1) Click on Reports 

 
 

2) Click on Follow Up tab and then select the *MM – Create Data Export File entry. 
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3) Enter the desired date range and consider filters; then click on Search to build the customer list. 
 

 
 

 

4) Review the customer list; use Delete option if needed to trim list. Then click on Print to save the file. 
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5) Enter an easy to find location for the csv file and then click on Save. 

NOTE:  You may also rename the file and change location as desired.  

 
 

6) Double-click on your Followup.csv file to open with Microsoft Excel and begin applying sorting, filters, etc. 

 

 


