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1. Within the Data Extract Tool, select the fields to be displayed within the report and the criteria to be extracted. 
2. Within the Saved Data Extracts field, enter the name of the extract to be saved. If this extract is to be viewed by 

all MPMS users, click the Global option. (Note: Within the next MPMS release, the option to have the extract 
viewable by those within a selected district will be available.) 

 
3. Click the Save button. 
4. A prompt message will be displayed. Click the OK button. 

 
5. A message indicating the extract has been saved will be displayed and the saved extract will be displayed within 

the Saved Data Extracts drop-down list.  

 
6. To reload the saved extract, select the extract from the drop-down list and click the Load button. The saved 

criteria will be displayed. 
7. To delete the saved extract, click the Delete button and the extract will no longer be displayed within the drop-

down list. 


