
How to extract uniform orders from My.Tennis.com.au 
 

 
1. Login into My.Tennis.com.au as an administrator 

2. Click on “Reporting” on the left of the screen 

3. Click on the “Extras” tab near the top of the screen 

4. For “Range” select “Financial Year” and “2018/2019”.  For “Range Formatting” select “Extra”. 

5. Click on “Export” and the information will be exported into a spreadsheet 

6. Look at the spreadsheet columns to find the information you need.  Delete any private 
information that is not needed to fill the order. 

 

Refer to the following pages for more detailed instructions with pictures. 
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3. Click on the “Extras” tab near the top of the screen 
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4. For “Range” select “Financial Year” and “2018/2019”.  For “Range Formatting” 

select “Extra”. 
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5. Click on “Export” and the information will be exported into a spreadsheet 
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6. Look at the spreadsheet columns to find the information you need.  Delete any 
private information that is not needed to fill the order. 

 

Column Ref Column Name Column Contains 
M Extra name Name of item purchased 
N Unit price How much was paid for the item purchased 
O Quantity The number of that item purchased 
Q Specific options 

purchased 
 

The size of the item purchased 
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