
OrangeGrid How-TosOGHT

EXPORTING REPORTS

The Export button in OrangeGrid 

allows you to export information in an 

excel or csv report. You can export 

from Files, Tracks, and Tasks. 

Click on the Export button to 

reveal a drop-down menu

Choosing Default Export will 

generate a report of all the 

information shown in this view

This is an example of a report 

generated by clicking Default 

Export from a Track

Create New Export Configuration 

allows you to add additional fields 

that are not showing in the List View

When Create New Export 

Configuration is selected from the 

Export drop-down, fill out the 

fields under Export Settings

Name: This is the name of your 

report which you can change by 

clicking in the field

Export will be saved for: Choose 

if this report can be viewed by just 

yourself or those in your 

Organization 

Output Format: Choose if you want 

your report to be in Excel or CSV 

(comma-separated values). 

 

If you are familiar with using CSV, you 

can use Delimiters and Qualifiers. 

Otherwise, choose Excel as the 

Output Format and leave the Delimiter 

and Qualifier drop-downs blank. 

 

 

Output Column: Choose how you want 

the Available Fields names to be 

formatted  

 

Display Name: This is how the field 

name looks to Users 

 

Field Column Name: This is how the 

field name is formatted in Grid Controls 

(where configuration is done) 

Available Fields: From the drop-

down choose which fields you 

want in your report. You can 

choose as many as you like. Click 

on the field name, then click the 

Add Field button. 

 

The list of chosen fields appears 

as you start adding. On the far-

right column of the list, you can 

delete any fields by clicking on the 

Trash Can icon.  

 

You can also click and hold a line 

item in the list and drag it to 

change the order of fields.   

 

Don’t forget to click Save once 

you’ve chosen all of your fields! 

1

IN  PROCESSPEOPLEEMPOWERINGwww.OrangeGrid.com

CREATE NEW EXPORT CONFIGURATION2


