
How to Export the Update Files Out of CommunityPro and Import into TopsPro 

1. Login to CommunityPro Suite 

2. Go the gear button on the top right corner:  

 

3. Click TopsPro Enterprise on the left panel  

 

4. Select the tabs to meet your needs: 

a. First tab: Select fiscal year or custom date range  

b. Second tab: Depending on your selection, the second tab will adjust accordingly 

c. Third tab: Select if you want to run all reports or just one – suggestion: select just 

Update if that is all you need. 

 
 

5. After you have made your selects in each of the three tabs, click “Export TOPSPRO Data” button  

6. The data will download, and a message will appear on the top right corner.  Proceed by “Click 

here” to download.  

 
 

7. The file(s) will then download to your computer.  Find and open: 

 
8. Currently, all the update records that been ingested into CPS (from TE) and the update records 

that have been created in CPS will be included in the download.  To select just those that were 

created in CPS, insert a row above row 1 (it will be blank).  Add a filter to the top row of the csv 

file and select CPS from column A and click OK (uncheck other values).  Note, there are no 

column headers per TE’s ingestion needs.    



9.  
 

 

 

 

 

10. Using the CPS filter in column A will narrow the results. Copy the rows with CPS data 

 

11. Paste onto a second tab.  And delete the first tab. 

12. Save the csv – suggestion, “School_Update files from CPS_dates” to your desktop. 

13. Login to TE and proceed with the 3rd Party Important (just like it is done from ASAP or another 

3rd party).   

 


