




USER MANUAL ON EXPORT TO EXCEL FACILITY (RFD-01 / RFD-01 A)  

Commissionerate, Division and Range Level 

1. User has to navigate to View RFD-01 or View RFD-01 A as per the requirement by 

choosing the items under refund in the menu as shown below. The navigation and 

download process is same for both RFD-01 and RFD-01 A.  

 

 

Fig (i) 

 

2. User has to select Jurisdiction as shown below. The Jurisdiction selection will be as per 

the permission available to the user. For eg: Zonal level officer will be able to view the 

data pertaining to entire zone, Commissionerate level officer will be able to see data 

pertaining to entire Commissionerate and so on.  

 

 

 

Fig (ii) 



 

  

3. After selecting the Jurisdiction, the user has to click on the Export to excel button as 

shown in the below figure. 

 

 

 

Fig (iii) 

 

4. Once the button is clicked, the pop-up as shown in the figure below will be displayed.  

 

 

 

 

Fig (iv) 



 

5. The user can change the name of the file as shown below.  

 

 

Fig (v) 

 

 

6. Once the request is submitted, the pop-up shown below will be displayed. The user 

can open or save the data in the desired location.  

 

 

Fig (vi) 

 

 

 



7. The entire data available in the view screen will be available in excel sheet as shown 

below.  

 

 

Fig (vii) 

 

 

 

 

Note: It is pertinent to note here that for the data pertaining to Commissionerate, 

Division or Range levels, the report will be displayed on the screen. Whereas for Zone 

level data, the reports will be downloaded in the background as shown below.  

 

 

 

 

 

 

 

 

 



 

 

Zonal Level Data: 

 

8. User has to select Zone level in the select jurisdiction utility and click on the export to 

excel button.  

 

 

Fig (viii) 

  

9. User can rename the file in the pop-up as shown in the below figure.  

 

Fig (ix) 



10. Once the request is submitted, the user will see the success message as shown in the 

below figure.  

 

 

 

Fig (x) 

 

11. The user has to navigate to the reports section in the Menu, as shown in the below 

figure.  

 

 

Fig (xi) 

 

 

 



12. The user has to click on report downloads.  

 

 

 

 

Fig (xii) 

 

13. The user has to click on select Refunds from the drop down.  

 

 

Fig (xiii) 

 

 

 



14. The user will be able to locate the file in the list of available downloads as shown in 

the below figure.  

 

 

Fig (xiv) 

 

15. The user can click on the download button and the pop-up as shown below be 

displayed. As of now, the only option shall be to open it in an excel format.  

 

 

 

Fig (xv) 

 

 



16. The user can open or save the file in the desired location.  

 

 

 

 

Fig (xvi) 

 

17. The entire data pertaining to the Zone as available in the view screen will be 

downloaded in excel sheet as shown below 

 

Fig (xvii) 

 


