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How to Print Activity Journal  
You can print an Activity Journal to view all of the activity within a specific company. 
 

1. Left click “Companies” (either in the menu along the top, or in the global 
menu). 

2. Left click desired company. 

This image shows 

1 

 or 1 

2 

This image shows 

http://www.meetme.so/RepfabricMeeting
mailto:support@repfabric.com


For training on this topic or to schedule a support session, please go to www.meetme.so/RepfabricMeeting  
At anytime, you can email support@repfabric.com for help or call 844-737-7253. 

2 

3. Left click “Activity Journal” tab. 
4. Left click “Export” (you can use the “Edit” buttons to make changes before you 

export). 

This image shows the “Activity Journal” tab. 
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This image shows the sample list of Activities for the sample Company. 
You can scroll through the activity and make edits before exporting. 

Edit button 
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5. Left click desired start date for Export (use arrow keys to move forward/back a 

month). 

6. Left click desired end date (today’s date will be used by default). 

7. Left click “Export” button. 

8. Left click arrow on the downloaded file in the bottom left corner of screen. 

9.  Left click “Open.” 

These images show the selections for “From” date, “To” date and “Export.”  Excel is the default file type. 
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How to Print Activity Journal (continued…) 

You can also double left click the  
download and it will open in 

Excel. 

This image shows the download in the bottom left corner of Chrome. 
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10.   Preview your file in Excel.  Make sure you have the dates you wanted to see. 

11.   Close the export box (or start at step 6 to enter new dates and do a new export). 
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This image shows the file opened in Excel to preview. 

How to Print Activity Journal (continued…) 

This image shows where you can re-enter dates for the report, or close the window. 
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This image shows where the “Enable Editing” button can be found. 

How to Sort & Filter the Report 
You can turn on “Filters” to sort and/or filter the results of your report. 

 

1. Left click “Enable Editing” at the top of the page. 

2. Left click the row number for row 4 (to highlight the row with the column headers). 

3. Left click the “Data” tab. 

4. Left click the “Filter” button. 

How to Print Activity Journal (continued…) 
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This image shows where to left click the “Data” tab, and the “Filter” button. 

Drop down arrows will be added to the header row. 
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This image shows the “Select all” button (triangle to the left of column A and above row 1) 

How to Auto Fit all Column Widths at One Time 

In a few simple steps you can make all the columns as wide as they need to be to 

accommodate the widest data in each of the columns.  This will eliminate adjusting each 

column width separately. 

 

1. Left click “Select All” button (or use CTRL + A). 

2. Hover cursor between any two columns (look for cursor to change to          ) 

3. DOUBLE left click. 
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This image shows where to left click on the drop down arrow to sort by a column. 

 

How to use Sort & Filter 
Now you can use the drop down in any of the columns to sort alphabetically or numerically.  If 
you want to sort, use one of the top two options in the drop down menu.  If you want to “filter” 
out some of the results, remove check marks from items in the bottom section. 
 

Sort alphabetically to group by manufacturer 
1. Left click drop down arrow in “Manufacturer” column. 
2. Left click “Sort A to Z.” 

How to Print Activity Journal (continued…) 
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This image shows the sheet after the sort by “Manufacturer” column. 
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Filter to only show one manufacturer 
1. Left click drop down arrow in “Manufacturer” column. 
2. Remove check mark from “(Select All).” 
 

How to Print Activity Journal (continued…) 

This image shows where to left click on the drop down arrow to filter out manufacturers. 
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How to Print Activity Journal (continued…) 

3. Place check mark next to desired manufacturer(s). 
4. Left click “OK.” 

This image where to select the manufacturer(s) you want to see. 
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This image shows the sheet after it has been filtered to show only one manufacturer. 

This concludes the instructions for this tutorial. 
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