
DOWNLOAD Q 

Select the Download Q from the menu 

Put a check in the box of the file you want to open then click on the Download button. 

If you do not see any files contact the help desk because Alpha does not have a mail box 
assigned to you. 



Click OK Button 

Then click the Open Button 



The file will open. If the file does not open then contact the help desk this is either an issue 
where the Silverlight needs to be updated or the trusted site need to be changed. 

From the menu bar click File – Save AS and save the file to your computer. 

Open Excel and then  

Select File open 

Change the type to All Files 

Double click on the file and the following screen opens. 



Click on Delimited 

Then click the Next Button 



Click on TAB and Other and enter the delimiter. In this case it is a pipe. 

This is the shift \ which is just above the ENTER key. 

Then Click Next Button 



This screen will let you format columns if you need to. 

Then click Finish 



The file will then open in Excel and you can save as Excel Format. 

Change the SAVE AS TYPE to one of the Excel format and Click the SAVE Button. 


