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Lets jump right into it. From the home page of the software 

and locate the TRENDS tab at the top and select the 

EXPORT option for the drop down list. Once this is 

selected this will bring you to the export page. 
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• As you can see, there are three sections below(Select. 

First, the user can choose to export data from their 

incidents, incidents and investigations, audits, or all. 
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Next, let’s take a look at the Filters section. Once the ADD FILTER option is 

selected, the filters box will appear with a dropdown box with different options to 

choose from. Some of the options you see below are custom list I have created so 

you may not see the same options with in your own software. If you have not made 

custom list in the software then by default you will only see Classification and 

Location.
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Now the user will choose the date range of data that they wish to export. 

When the FROM/TO fields are selected a drop down calendar will appear. 

Once you have the dates chosen, you can now select the Export button and 

an Excel file will download to your machine. 
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• As you can see below I have chosen Incidents and Investigations, my filter is 

Location and my date range is Nov. 0,1 2016 to Nov. 15, 2017.
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When you open the Excel file, notice the three 

default tabs on the bottom of the file. 

These tabs are used for reference and the data 

can not be changed or manipulated. 
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• These tabs show the following information:

• Event tab – Event ID, Event Name, Date, Time, Location, Classification, 

Date Incident Discovered, Started, Completion, and Detailed Description.

• Root Cause Data – Name, Date, Location, Classification, Causal Factor, 

Root Cause/Basic Cause.

• Corrective Action Data - Name, Location, Classification, Corrective Action 

Name, Corrective Action Description, Root Causes Fixed.

• Users can add a new sheet by hitting the + icon next to the default tabs add 

copy over this data and customize it how they would like. 
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User Questions? Give us 

a call 011 (865) 539- 2139 

Problems? TapRooT® 

Technical Support 011 

(865) 357-0080 

support@taproot.com


