
User Guide on Expor/ng Data from Cadence 
PURPOSE: 
To document the different approaches to expor4ng data from Cadence.  

Using a Smart Query: 

• A:er naviga4ng to the smart query, the results can be exported in two different ways: 
o The first is to export it from the Results sec4on on the Smart Query page. The user will 

need to select “click here to process the query and view the results”, then select the 
Microso: Excel icon and select which file format to export the data to. Note this will 
process the query with the last filter op4ons selected, it is recommended to check the 
filters every 4me before running and expor4ng results. Expor4ng the query results using 
this method will only export the first 500 rows.  

§  
o The second is to export from the pop-up that comes up when ‘Edit Defini4on’ is 

selected. A:er selec4ng the desired filters, the user should navigate to the Results tab. 
A:er the results have loaded, users can select to export to either CSV or Excel.  Using 
this method all results will be exported. 

§  

§  

Using a Data List: 

• We have a variety of different data lists in Cadence, to showcase how to export data from them 
this document will use the Alumni Lis4ng page found under the Cons4tuent func4onal area. 

o A:er selec4ng the desired filters user can select Apply or the ‘click here’ link to load the 
list.  

§   
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o Once the data list has finished loading users should then select ‘More’. This will give 

op4ons to choose to download the results to CSV or XLSX. 

§  

Using an Export: 

• There are three different types of exports: ad-hoc query, smart query instance, and export 
defini4on. Ad-hoc query & smart query instance exports will export data from an exis4ng ad-hoc 
query or smart query instance, the records & fields exported are the same found in the ad-
hoc/smart query. These are used when complex queries 4me out while processing the results. 
Export defini4on exports use an export defini4on to define the fields to be exported, and a 
selec4on must be provided to determine which records to export the data for. All types of 
exports can be exported the same way: 

o Exports can be found on the Export page under the Administra4on func4onal area. 
Users can use the search box to find the specific export they would like to use and then 
select the blue hyperlink to go to the specified export page. For this document we will 
be using ‘An Export for All Ethnici4es on One Row’ as an example.  

§  
o On the Exports page users should select ‘Start process’ for the export to generate the 

file, if this an ad-hoc/smart query instance type export it may take longer depending on 
the complexity of the query. 

§  
o A:er the export has finished processing users should select ‘Download Output’ where 

they can select to download the data to either a CSV or XLSX, which will download all 
results, or they can select ‘Mul4ple Files’.  

§  
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o If ‘Mul4ple Files’ is selected a pop-up will come up that requires the user to select the 

output field on which to create mul4ple files, only fields found in the ad-hoc/smart 
query/export defini4on are available to choose from. For example, if Lookup ID were 
selected a zip folder would be downloaded that contains a file for each Lookup ID found 
when expor4ng the data.  

§  

Using a Report: 

• There are different reports available in Cadence, for this document the ‘FYFRS Snapshot Report’ 
will be used as an example.  

o A:er naviga4ng to the report page users can select what filters they’d like to use then 
choose ‘View report’ to have the report process. Some reports will start processing with 
pre-defined filters when the user navigates to the page, such as the US News Report.  

§  
o Once the report has finished loading; users should select the ‘Save Icon’ to choose what 

file type to export the report to. 

§  

Using a Power List: 

• Some lists have extra functionality that allow users to filter on all headers, add/remove columns 
when reviewing data. For this document we will use the Bio Information Power List found on an 
Event page as an example. 

o Users can choose to filter on any column by clicking on the Funnel Icon (example below 
in green). Filters are sticky so don’t forget to deselect or choose ‘Clear All Filters’ to see 
all available data before exports.  

o Specific users can create/save filters and request data be presented/formaced in 
customized ways. 
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o Like data lists, once the power list has finished loading users should then select ‘More’. 

This will give op4ons to choose to download the results to CSV or XLSX. 

§  


