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Step: 01

1) Click the Insights portal button on the MyGuide panel; it will redirect you to MyGuide
Insights and automatically log you in
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Step: 02

If you login via this link, you have to enter your admin
credentials, select captcha and then log into the insights portal.
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Step: 03

Go to "Export"
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Step: 04

Select date range from here
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Step: 05

You can uncheck the ones whose data you don't want
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Step: 06

Click on "Download"

This action will download an excel file to your local system
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Step: 07

If you don't have MS Excel on your PC, click on "View Online"
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