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SESAP Quick Start Guide 

How to use advanced finds and export 

your data   

Guide last reviewed: 04/08/2026 

 

Created by SESAP Support Team 

This document will provide guidance on how to: 

• System Views 

➢ Actions and AFIs 

➢ Tasks 

• Exporting to Excel 

• Advanced Finds  
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System Views 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. You can use the dropdown beside the Active Actions or AFI to move between inactive and active 

Actions and AFIs: 

 

Status Status Reason 

Inactive Archived  

Inactive  Removed 

Active Not Started 

Active In Progress 

Active Completed 

Active Overdue 

Within the Self- Evaluations and Actions or AFI entities you will have the option of using 

different system views. These are currently split by an SE, Action or AFI being active or 

inactive. The table below shows the categorisation.  

Note: you will not have any inactive Self-Evaluations 
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2. For Tasks, you will have the default of My Tasks, All Tasks are being used by internal SDS teams 

 

Exporting to Excel 

 

1. To select the Actions or AFIs you wish to export - use the tick boxes on the left-hand side and then click 

export to excel: 
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                 Note: if the excel option is not available click the 3 ellipses, and then the export to excel:  

 

2. This will create a pop out at the right-hand side of the screen which you will be able to download. 

 

Advanced Finds 

1. To export your Self Evaluation Responses to excel you are required to use the advanced find function: 

 

 

2. Select Self-Evaluation Question Responses and click continue: 
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3. You will then be able to select the responses you wish to export using the tick boxes on the left-hand side and 

then click export to excel: 

 

4. This will create a pop out at the right-hand side of the screen which you will be able to download. 

 

 

 


