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Extraction within Evolution  
 
Search for your projects list using the standard search or search within your profiles. 
 
 

 
 
Projects list will appear as below. 
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Tick the projects you wish to extract using the tick-boxes down the left hand side of the screen. Ticking the top tick box 
will select all the projects shown on the one page. In order to select the whole project list, please use the BATCH TICK 
option from within the SELECT AN ACTION menu. 
 

 
 
 
Once selected, drop down the SELECT AN ACTION menu once more and select EXTRACT. 
 
 

 
 
 

Now click on  and confirm the number of projects you have select on the next window that appears. 
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On the next screen, confirm the file type you wish to extract to. CSV is the default and will extract into an Excel 
Spreadsheet. 
 
 
 

 
 
 
You will also have the option here to mark projects as mailed or phoned automatically if you are using this as a contact 
list. This means that when performing the next extraction you can exclude the projects you have already mailed or 
phoned to avoid duplication. 
 
You also have the option to Exclude On Hold or Withdrawn projects.  
 
When hovering over the extract button you will see the following message : 
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Please follow the instructions and keep your CTRL key held down whilst clicking the extract key. Keep this held down 
until you have opened or saved the file as follows : 
 
 
 

 
 
 
 
You may open this file directly or save to a memorable location and open at a later stage.  Your extraction is now 
complete. 
 
 
 


