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Exporting A Standard Report To Excel, PDF etc….. 
 

If the user wanted to export any of the standard report (e.g. Payroll Department Report in the 

Internal Reports, Pay History Report or any other reports) to excel these the are following steps:- 

 

 

 

STEPS: 
1) Select the Payroll Reports and Internal 

Reports option. 

 

2) Choose the standard report you want to 

export. E.g. Pay History Report. 

 

 

 

 

 

 

3) Select the correct pay cycle and the rest of the 

options for the report. 

 

4) Click on the Process button to generate the Pay 

History Report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5) Click the printer icon on the top left of 

the report. 
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6) When the user click on printer icon, the print 

screen will appear. 

 

7) Put a tick on the ‘Print to File’ option and  

      select ‘Excel File’or PDF for the type of file  

      and where to store the file. 

 

 

 

 

 

 

 

8) The user can choose to save the report name according 

to the name they want by selecting the button next to the file name to be 

saved. 

 

Once user click on the button to be saved, user 

will be able to see the Save As window where 

they can type in the File name of the file. 

(e.g. PayHistory.xls) 

 

 

 

 

 

 

9) User can then proceed on to open the file in Excel , PDF format. 

 

 

 

 

 

 

 

 


