
1 
 

Instructions for Retrieving a Report from Argos 
Created 1/3/25 

 

1. Find the dashboard you would like to work with in Argos. Here, we are going to work with 
Enrollment by Major and Term. Click the small black triangle icon to the left of the name.  

 

 

2. If there is a Reporting feature built in, you will see a CSV icon and name of the report. Click the 
name of the report. 

 

 

 

3. Next, you will see several blue boxes on the right 
side of the screen. Click the box that says Run 
Report 
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4. You will see a dashboard where you can select Enrollment Term(s), Program Level(s) and 
Major(s). Make your selections; aggregated data will populate in the empty box on the right.  

 

5. After populating the aggregated data, export a student list by clicking the small blue icon at the 
top right of the tool bar at the top of the screen (looks like a cog … or the sun). 
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6. You will be prompted to save a .csv file to your computer. Select where you would like to save 
the file and name the file. The filename defaults to the name of the Argos report with the date 
and a timestamp. 
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Optional: Save as Excel Workbooks (.xlsx file type) 

.xlsx file types have advantages over .csv files. For example, 
you can save multiple worksheets with an Excel Workbook, 
but not with a .csv file.  

1. Select Save As, Browse for a location to save your 
file. 

2. Then select Excel Workbook from the “Save as Type” 
drop-down menu. 

 

• PC User: hold CTRL + mouse click.  
• MAC User: hold COMMAND + mouse click  

 

 


