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Log into ESS using your designated user name and password. 

 
1. Navigate to the 

Account page 
 
• Click on the GLI 

Invoice row. The 
row will highlight. 
 
 
 
 
 

2. Click on Tools  
 
• Select Reports 
• Select GLI Invoice Detail Report  
• The report will open in a pop up window. 

 
 
 
 
 
 
 

3. Click Export in the upper right corner of the report. 
 

• You have four options for exporting the 
report. 

o CSV – this works best as it will format 
numbers and text. You can easily 
save as a workbook when done. 
 

o Excel 2007 - this will work as well but 
if you want to sort or add formulas, 
you will have to reformat data first.  


