CPAIS QuickGuide:  Export Records to a File


There are three ways to retrieve CPAIS data: run standardized reports, run Discoverer reports, or export data records to a file.  Each method has its advantages. Standardized reports have a fixed format and an official purpose, such as the FRPP report.  These reports allow the user to enter limited parameters and focus on certain pre-defined types of data.  Discoverer reports, by contrast, have a customizable format and are intended for more informal daily reporting and evaluation purposes.  Discoverer reports allow uses to enter more parameters, but, like standardized reports, Discoverer repots are still pre-defined to focus on certain types of data.  Exporting records is not a report but rather a tool the user can perform from any CPAIS data entry form.  This method of data retrieval takes advantage of CPAIS's record querying capability and thus allows users to retrieve records based on almost any combination of parameters.  After querying the desired records, the user then exports records from the CPAIS database to a Microsoft Excel file where he or she may then sort and run custom reports as desired.  

This quickguide focuses on the last of these three data retrieval tools:  exporting records to a file.  This option allows users to enter the broadest number of parameters when retrieving records.  Users may download quickguides that address the other two reporting tools by visiting the CPAIS QuickGuides page (https://cpais.ocfo.usda.gov:8800/support/qg/index.html).     

Step 1:  Launch the Appropriate Data Entry Form

	Logon to the CPAIS application.

When the main menu appears, select either the Real Property Management (RPM) or Real Property Accounting (RPA) topic from the navigation frame on the left.  

Which topic you select depends on what type of records you wish to view.
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	In the content frame to the right a list of data entry forms will display by default.  (If not, click the Forms tab ([image: image2.png]~ Forms |



).)

To launch a form, click its name and the form will display in a new window.

The form you choose should be the one that will likely display the types of records you seek.  For instance, to view all property records that satisfy a certain parameter(s), use the Maintain Property Records form as it will display all types of property records.  

To find the number of subledgers (or value streams, etc.) that meet certain parameter(s), choose the appropriate form from the RPA topic.  

(The sample shown to the right is for RPM.)
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Step 2:  Query the Desired Data Records

After launching the proper data entry form, the next step is to query the CPAIS database and retrieve the exact records you wish to export.

	From the blank form, enter query mode by clicking the query button ([image: image4.png]


).
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The example above is the top half of the Maintain Property Records form (RPM).
	Focus your search by entering parameters into the yellow fields.  

Notes:

· The percent symbol (%) is a wild card parameter used to find closest matches.  (For example, entering 01% in the Building ID field to retrieve only those buildings that begin with “01”.)   

· You may set as many or as few parameters as you wish.

	Click the Execute button to run your query.  CPAIS will exit query mode and display all records that match your parameters.  
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Step 3:  Select and Export the Data Records

Now that you have retrieved records from the CPAIS database, the third step is to select only the records you want and then export them to Microsoft Excel.  

	Before exporting the records to an Excel file, consider reviewing those records shown and removing any that you don’t want in the final file.  

In the record display list along the left side of the form, scroll through the records shown and identify those that you do NOT want to export.  For each unwanted file, select it with your mouse and then click the Clear Record from Screen button ([image: image7.png]


).  The file will disappear from the display list, but it will NOT be deleted from the database.   (Never click the Delete button ([image: image8.png]


) unless you intend to delete a record permanently from the database.)

Continue clearing unwanted records until only the desired records remain.
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	Select all records you want to export.  You may select all the records in the list or select a subset, as follows:
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	To select a discontinuous block of records, hold down the CTRL key while selecting individual records with your mouse.  (See top image at left.)   
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	To select a continuous block of records, hold down the Shift key while selecting the first and then last record in the block.  (See bottom image at left.)   

Sometimes it’s awkward selecting ALL the records in the list.  Make sure you follow this order:

1. Select the first record.

2. Depress the Shift key and hold it down.

3. Use your mouse to scroll to the very last record in the list.  (Be patient with large numbers of records.  CPAIS will load more records into the list as you scroll.  This may take time.)  

4. At the bottom of the list, select the last record.

5. Release the Shift key.

	Click the Export Records to a File button ([image: image12.png]


).

CPAIS will automatically launch Microsoft Excel (the default editor) inside another web browser window and then export your selected list of records (see example below).  Be patient:  larger lists of records will take longer to export.

Note:  As it receives these records from CPAIS, Excel may may display messages warning you about macros and/or asking if the source of these records is “trusted”.  Bypass these warnings:  you don’t need to worry about marcros and CPAIS is indeed a trusted source.

Use Excel’s tools and other functionality to sort records and run custom reports as you like.  
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