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1. Login to the PPM tool. 

2. From the Dashboard Menu, click Open >Resource Management >Resources >Search 

Resources. 

 

3. Under the section labeled User Data, select which Business Segment and Business Unit 

(Agency) you would like to filter for by clicking the little button next to the empty data 

boxes. Change the Results Displayed Per Page to at least 600 and click Search. 

 

A list of all the users from the business unit you selected will appear. 
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4. Click the Export to Excel button at the top of the search results. This will export the 

entire list into an Excel spreadsheet, including the columns not listed on the search 

results. 

Note: Most of the columns on the Excel spreadsheet are self-explanatory. One column that 

many need explaining is the very last column, Licensing. If the column has the word Full 

in it, this indicates the user has full access to the PPM tool and will be billed the Full User 

license fee. The word View indicates the user has view access and will be billed the 

Occasional User license fee. The word None indicates the user has no access to the PPM 

tool. They are not billed for a licensed fee. They are included on the tool to be used as 

project resources. 


