
Here are the steps to export the information from Call Steward. 
 

Step 1: Choose the Job/Event 

 

Step 2: Choose the New Sheet button 

 



Step 3: Choose the Export icon 

 

Step 4: Open the Format selection dropdown 

 



Step 5: Choose Excel workbook (xlsx) format 

 
Step 6: Change the File Name to a valid name (optional) 

 
 
 



Step 7: Click Export to download the xlsx file 

 

Step 8: An indicator of the file being download should occur in the browser 

 

Step 9: Open the file explorer (for Windows open Windows Explorer) and 
goto Downloads to find the file. 
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