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[The following article is supplemental documentation that Dr. Pollack created for his office staff. 
Although meant as a companion for specific reports that he created or modified to be especially 
Excel-friendly, the general approach will work with any of the simpler, spreadsheet-style reports 
that come with the SOS applications.]  
 

 
• In SOS, go to Reports > Favorites and select one of the SOS Export reports: 

 

• Enter the appropriate criteria and run the report: 

 



 

• Click on the Export Button: 

 

• At the next screen, click on the desktop option on the right, scroll to the Excel output 
type, enter an appropriate name, and click on save: 

  

• The Export complete dialogue will appear: 



 

• Close out of SOS and open the file from your desktop: 

 

• After the report opens, widened the columns so that all the data appears: 

 

• With the data visible, highlight everything except for the top row: 



 

• Go to Data > Filter > Auto filter and select Auto Filter: 

 

• The following changes will be made to the report: 

 

• The sorting arrows can be used to create custom sorts of the data. 


