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To create Index View Report

Step 1

Step 2



Can sort details by any of these options



Select Options box to open menu

Select Print to Open Menu



Tick the box for field want displayed 
in report.  Grid fields can’t be 
altered.

Row 1, 2 & 3 can all be used 
to get extra fields and they 
can be included on the report 
by selecting box to include.



Select Preview to get 
idea of what report 
will look like.

Screen/Printer & PDF – gives 
exactly what seen in preview

Click on Privacy Options to 
hide any records of living etc



This is the result of PDF/Screen Print Option



Select Create to create 
spreadsheet

Select CSV file to export so can 
manipulate in spreadsheet. 
Then select Create

I generally save to Desktop first 
and this is what icon looks like.  
Will have .csv in file name



Open CSV file and save 
as an excel file before 
manipulating.

RIN Surname, Given namesSex Born Died Father Mother *Spouse Age At DeathNever MarriedEvent: Military ServiceGeneral Notes

1 Private F

2 Private M

3 Private F

3 Private F

4 DANCE, Frank HaroldM 1 May 1962, Ipswich, Queensland, Australia1 Feb 1993, Meadowbrook, Queensland, AustraliaHarold Thomas DANCEMabelle Margaret JOHNSTONE30 Never Married

5 DANCE, Leonie JoanF 20 Aug 1964, Ipswich, Queensland, Australia27 Aug 1964, Herston, Queensland, AustraliaHarold Thomas DANCEMabelle Margaret JOHNSTONE< 1 Never Married

6 Private M

7 DANCE, Frank HaroldM 6 Oct 1901, Cuckfield, Sussex, England4 Apr 1957, Caboolture, Queensland, AustraliaJames DANCEEmily Jane NUTLEYAmelia Cartwright NASH55

8 § DANCE, Amelia CartwrightF 3 Jun 1912, Wooroolin, Queensland, Australia1 Jun 2016, Morayfield, Queensland, AustraliaJohn James NASHAmelia Louisa WOODFrank Harold DANCE103 Dept Justice and Attorney General's Marriage record 1932/C3015 shows surname as 'Rash' not 'Nash'

8 NASH, Amelia CartwrightF 3 Jun 1912, Wooroolin, Queensland, Australia1 Jun 2016, Morayfield, Queensland, AustraliaJohn James NASHAmelia Louisa WOODFrank Harold DANCE103 Dept Justice and Attorney General's Marriage record 1932/C3015 shows surname as 'Rash' not 'Nash'

9 JOHNSTONE, George EricM 16 Jul 1901, Inglewood, Queensland, Australia15-Aug-99 Osborne JOHNSTONEliza Ann GRAYLorna Margaret PHILLIPS98 Military Service: QX11060 2/8th AGH 9th  Div A.I.F.Birth Certificate notes Nurses in attendance at birth were Mrs Cornford and Mrs Gray

10 PHILLIPS, Lorna MargaretF 15 Mar 1918, Goulburn, New South Wales, Australia16 Nov 1975, Walloon, Queensland, AustraliaBryan Nathan PHILLIPSDorothy Annie SNAREGeorge Eric JOHNSTONE57

10 § JOHNSTONE, Lorna MargaretF 15 Mar 1918, Goulburn, New South Wales, Australia16 Nov 1975, Walloon, Queensland, AustraliaBryan Nathan PHILLIPSDorothy Annie SNAREGeorge Eric JOHNSTONE57

11 JOHNSTONE, Edwin GeorgeM 12-Apr-38 16 Feb 1992, Ipswich, Queensland, AustraliaGeorge Eric JOHNSTONELorna Margaret PHILLIPS 53

12 JOHNSTONE, Bryan EricM Cal 24 Dec 1940, Brisbane, Queensland, Australia24 Oct 1942, Ipswich, Queensland, AustraliaGeorge Eric JOHNSTONELorna Margaret PHILLIPS 1 Never Married

13 JOHNSTONE, Lawrence JamesM ######## 20 Sep 2014, Ellen Grove, Queensland, AustraliaGeorge Eric JOHNSTONELorna Margaret PHILLIPS 72 Never Married

14 JOHNSTONE, Jeanette Dorothy AnnF Brisbane, Queensland, AustraliaGeorge Eric JOHNSTONELorna Margaret PHILLIPS

15 DANCE, John JamesM Abt 1934 3 Jan 1991, , Queensland, AustraliaFrank Harold DANCEAmelia Cartwright NASH 57

16 DANCE, Joan AmeliaF Frank Harold DANCEAmelia Cartwright NASH

17 DANCE, NevilleM Frank Harold DANCEAmelia Cartwright NASH

18 DANCE, Robert AllanM Frank Harold DANCEAmelia Cartwright NASH

19 DANCE, Heather AnnF Frank Harold DANCEAmelia Cartwright NASH

20 DANCE, Judith  MaryF Frank Harold DANCEAmelia Cartwright NASH

21 DANCE, Annette ElizabethF Frank Harold DANCEAmelia Cartwright NASH

22 DANCE, Carolyn MargaretF Frank Harold DANCEAmelia Cartwright NASH

23 NUTLEY, Emily JaneF Cal 1861 Thomas NUTLEY James DANCE

23 § DANCE, Emily JaneF Cal 1861 Thomas NUTLEY James DANCE

24 DANCE, JamesM Cal 1859 John DANCE Emily Jane NUTLEY

25 NASH, John JamesM Cal 1877, Bungeet, Victoria, AustraliaEdward NASHMargaret CARTWRIGHTAmelia Louisa WOOD Birth 

26 Private F

26 Private F

27 Private M

28 Private F

29 Private M

30 § DANCE, MonicaF Keith George DANCE

30 WILLIAMS, MonicaF Keith George DANCE

31 WOOD, Amelia LouisaF Cal 1884, Darge High Plains, Victoria, AustraliaAlfred WOODMary Jane LANGFORDJohn James NASH

31 § NASH, Amelia LouisaF Cal 1884, Darge High Plains, Victoria, AustraliaAlfred WOODMary Jane LANGFORDJohn James NASH

32 § PHILLIPS, Dorothy AnnieF 10 Aug 1894, Majors Creek, New South Wales, Australia12 Jun 1979, Ipswich, Queensland, AustraliaJames SNAREJane Anne PEPPERBryan Nathan PHILLIPS84

32 SNARE, Dorothy AnnieF 10 Aug 1894, Majors Creek, New South Wales, Australia12 Jun 1979, Ipswich, Queensland, AustraliaJames SNAREJane Anne PEPPERBryan Nathan PHILLIPS84

33 PHILLIPS, Bryan NathanM 23 Nov 1884, Limestone, New South Wales, Australia17-Jun-46 Hyam Henry PHILLIPSMargaret NASHDorothy Annie SNARE61 9/7/1915 when married occupation - confectioner

34 PHILLIPS, Mabelle MarjorieF 13 Oct 1933, Mooloolah, Queensland, Australia23-Feb-38 Bryan Nathan PHILLIPSDorothy Annie SNARE 4

35 PHILLIPS, Hyam HenryM Cal 1847, Capertee, New South Wales, Australia20 May 1914, Parkes, New South Wales, AustraliaNathaniel PHILLIPSRose-Ann ELBRAMargaret NASH 67 9th July 1915 at time of Bryan and Dorothy marrieage was deceased

36 NASH, MargaretF Cal 1854, Orange, New South Wales, AustraliaThomas NASHMargaret FITZGERALDHyam Henry PHILLIPS

36 § PHILLIPS, MargaretF Cal 1854, Orange, New South Wales, AustraliaThomas NASHMargaret FITZGERALDHyam Henry PHILLIPS

37 § STEVENS, Dorothy MelbaF 4 Jan 1916, Goulburn, New South Wales, AustraliaBryan Nathan PHILLIPSDorothy Annie SNARELeonard Duncan STEVENS

37 PHILLIPS, Dorothy MelbaF 4 Jan 1916, Goulburn, New South Wales, AustraliaBryan Nathan PHILLIPSDorothy Annie SNARELeonard Duncan STEVENS

38 DANCE, Teresa MareeF 20 Feb 1975, , Queensland, AustraliaRobert Allan DANCEUnknown

39 DANCE, CynthiaF Unknown Jeanette Dorothy Ann JOHNSTONE

40 SNARE, May D.F Cal 1892 James SNAREJane Anne PEPPER Married name McCarron

41 SNARE, Edward C.M Cal 1897 James SNAREJane Anne PEPPER

42 § RUSSELL, Mona EileenF 28 May 1919, Parkes, New South Wales, Australia22-Feb-04 Bryan Nathan PHILLIPSDorothy Annie SNAREM. A. RUSSELL 84 born Commercial Hotel

42 PHILLIPS, Mona EileenF 28 May 1919, Parkes, New South Wales, Australia22-Feb-04 Bryan Nathan PHILLIPSDorothy Annie SNAREM. A. RUSSELL 84 born Commercial Hotel

43 PHILLIPS, Thora JoanF 16-Jun-26 Bryan Nathan PHILLIPSDorothy Annie SNARE

44 PHILLIPS, Yvonne ReginaF 21-Aug-29 Bryan Nathan PHILLIPSDorothy Annie SNARE

45 SNARE, Albert E.M Cal 1890 James SNAREJane Anne PEPPER Bafor's Creek NSW, Australia is listed as birth place

46 RUSSELL, M. A.M 25-Jan-70 Mona Eileen PHILLIPS Army details QX45430 Craftsman Corps of Elec & Mec Engineers

47 JOHNSTON, OsborneM Cal 1855, At Sea6 Dec 1931, , Queensland, AustraliaJohn JOHNSTONJane BOWMANEliza Ann GRAY 76

48 § JOHNSTON, Eliza AnnF Cal 1860, Beebo, Queensland, Australia4 Nov 1942, , Queensland, AustraliaWilliam John Best GRAYMary Ann CLAYOsborne JOHNSTON82

48 GRAY, Eliza AnnF Cal 1860, Beebo, Queensland, Australia4 Nov 1942, , Queensland, AustraliaWilliam John Best GRAYMary Ann CLAYOsborne JOHNSTON82

49 JOHNSTONE, Walter OsborneM 16 Jan 1888, , Queensland, Australia14 Sep 1971, , Queensland, AustraliaOsborne JOHNSTONEliza Ann GRAY 83

50 JOHNSTONE, Edwin HenryM 4 Feb 1890, , Queensland, Australia1927 Osborne JOHNSTONEliza Ann GRAY 37

51 JOHNSTONE, Phyllis MaudeF 8 Sep 1896, , Queensland, AustraliaOsborne JOHNSTONEliza Ann GRAY

52 JOHNSTONE, Ernest LittonM 25 Feb 1894, , Queensland, Australia18-Apr-18 Osborne JOHNSTONEliza Ann GRAY 24
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1. Click on Index tab –
2. Click on View Tab –
3. Select Name List –
4. Decide on how want to sort
5. Select Options -
6. Select Print –
7. Preview Options Tab
8. Set up fields required in Rows 1 – 3 deciding which ones require 

in current report
9. Select Preview to see what output will look like
10. Select Privacy Options
11. Select CSV file in Print Destination area
12. Select Create
13. Name file and decide where to locate
14. Open CSV file and save as Excel file before manipulating.
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