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SAFETYNET Print/Save Function – Apply to Move Records to Excel 
 
 
 

Introduction  
This document provides instructions to extract records displayed in the SAFETYNET grid and export them 
to MS Excel. 
 
Reports Module - Record Summary – Print-Save 
The Reports - Record Summary area houses the Print/Save function.  Access the Reports area by clicking 
on Reports in the top menu of SAFETYNET.  The Print /Save function is accessed by clicking on Reports-
Record Summary-Print /Save.  See Figure 1. The first submenu is Record Summary, then Print/Save.  The 
reports available in the Reports area depend on the primary module selected: Inspection or Crash. 
Record Summary is common to both Inspection and Crash modules.   
 

 
Figure 1.  Record Summary Items 

 
Print/Save 
This function allows the user to extract the records as displayed in the SAFETYNET grid. Those records are 
saved to a file that can be brought into MS Excel.  The SAFETYNET Manual provides a detailed description 
of this function.  
 
From SAFETYNET to Excel 

a. Choose the Inspection or Crash module. 
b. Display all records or run a query to narrow down the results.  For example, if only the inspection 

records from 2020 are needed, set up and run a query to display only those records on the main 
grid.  Customize the grid by using the Pick Grid Columns function to add or take away columns 
from the grid. 
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c. Once the records are finalized on the grid, go to the Top Menu and click Reports – Record 
Summary – Print/Save.  The Inspection Records window opens (if in the Crash module, this 
window will be the Accident window).  See Figure 2. 
 

 
Figure 2.  Inspection Records Window 

d. In the Select Rows section, select the All Rows option. 
e. Click the Save button.  The Save As dialog window opens.  See Figure 3. 
f. By default, the filename is Grid.txt.  Rename the file if needed. 
g. By default, the RPTOUT folder is selected (Example: C:\SAFETYNET\RptOut folder). Click the Save 

button. 

 
Figure 3.  Save As Dialog Window. 

h. Click the Close button to close the Inspection Records window. 
i. Open MS Excel and click File – Open. 
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j. In the Open dialog window, navigate to the C:\SAFETYNET\RptOut folder and change the type of 
files to Text Files.  See Figure 4. 

 
Figure 4.  MS Excel Open Dialog Window. 

k. Select the Grid.txt file (or the name given in step f) and click the Open button. 
l. Use the MS Excel wizard to import the records.  Select the Delimited radio button and check the 

My data has headers checkbox. See Figure 5. 

 
Figure 5.  Text Import Wizard Step 1 of 3 Window. 
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m. Click the Finish button.  The records will now be in the spreadsheet.  See Figure 6. 
n. At this point, the file is still a TXT file.  In MS Excel, click on File – Save As and change the file 

extension to .XLS or .XLSX – depending on your version. 

 
Figure 6.  Records in MS Excel. 

The records now make up an MS Excel file where users can generate custom reports, share data, and 
conduct analysis. 
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