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Disclaimer 

All data examples containing personal names, company names (or companies), vehicle information, or locations that 

appear in this guide are fictitious in nature and do not refer to, or portray, in name or substance, any actual names, 

organizations, entities, or institutions.  Any resemblance to any real person (living or dead), organization, entity, or 

institution is purely coincidental. 
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In Sewage Module navigate to: 

Reports > Household Sewage Treatment Systems > ODH-12 Month Inspection Report 
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After clicking ODH-12 Month Inspection Report a new window will pop-up: 

 

 

Make sure you select File under the Output to: section. 

Type in appropriate date range 
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A new window will pop up; this window will be similar to the File Explorer found on the Windows 

taskbar. 

 

 

We want to make sure that EXPORT is the selected folder before you save this file. 

If the EXPORT folder is not selected at the top we can easily navigate to it by: 

Open your C drive: 
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Open the HDIS folder: 

 

Open the EXPORT folder: 

 

Another view might look like: 

 

These same steps can be followed for other reports you want to export: 

 

 

 

 

 

If you have any questions call BGI at 440-891-9100  


