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Saving Your Housing Assistance Payment Ledger to Excel
1. Follow the steps on the SDHC online Landlord Portal to gather the
data/information you desire.
Your data will be pulled from the database and will appear upon
completion of the search. Depending on the amount of information you are

requesting, this could take a few minutes.

2.0nce the sorted data appears, select the Excel button:

Page 1 of 2



3. You will then be prompted to open or save your Excel document.

SDHC suggests that you open the document in Excel, and then save your
document using the “Save” function to ensure you select Excel as the type
of document for further reference.

I Do you want to open or save VendorLedger_12-3-2013_10-57.xks from dupagelivesecureportalm.net! Open Save v Cancel X I

4. For newer versions of Microsoft Office, this message may appear when
you open the file; it is safe to click “Yes.”
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The file you are trying to open, 'VendorLedger_12-3-2013_10-57.xls’, is in a different format than specdified by the file extension. Verify that the file is not corrupted and
l\. is from a trusted source before opening the file. Do you want to open the file now?
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Was this information helpful?

5. Once the Excel document opens, you will see the Header Row (name of
each column in Row 1), and you are able to view and work with the data.
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