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Export search result – step by step

LOG IND OG GØR DIT UDVALG

To export information you need to be logged in to your Access Advanced account. Execute your search and then click “Export to file” to start your 
export.
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SELECT INFORMATION

After clicking “Export to file”, select the information to be exported and the format you want to export to (Excel, Word, PDF, etc.). Name the file, fill 
in your e-mail address and click “Export”.
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DATABASE EXTRACTION REGISTERED

When the database extract is registered, it is queued for processing. You can see the status of your extract on “My pages”. Note that large ex-
tracts may take a little longer.
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STATUS

Your database extract may have the following status:

Queuing – your extract is waiting to be processed.
In process – your extract is being processed.
Ready – your extract has been processed.
Failed – some error has occurred.
Database extract on hold – the disc space for extracts is full.
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GET FILE

Mouse over the exported file in your list of database extracts and then choose “View in browser”, “Retrieve file” or “Remove”.
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FINAL RESULT

Your file is now ready for use.

TEST


