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Exporting a Custom Report to Excel 
 

Method A: 
STEPS: 

1) Click the Report Writer icon. 

2) Choose the Custom Report. 

 

Choose a report from the Report  

Name Combo box. 

 

 

 

3) Choose the preferred output  

 destination – select Preview & Export 

 

 

 

4) Click the Go button to preview the report as well as to export the report to the output 

Directory. 

Sample report in Preview Window. 

 

 

 

     

 

 

 

 

 

 

 

 

 

 

Open the C:\Timesoft folder 

5) You will find the file which you have export 

6) Double click to open the file in Excel 
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Method B: 
STEPS: 

1. Click the Report Writer icon. 

2. Choose the Custom Report. 

3. Choose a report from the Report Name Combo box. 

4. Choose the preferred output  

5. Destination – select Preview & Clipboard 

6. Click the Go button to preview the report as well as to export the report to the system’s 

clipboard. 

You may now paste the custom report to any 
application that supports the Paste function. 

Example: MS Excel. 

Sample report in Preview Window. 

 

 

 

     

 

 

 

 

 

 

 

 

7) Start MS Excel from the Start Menu. 

8) Select New... from the File Menu. 

9) Select cell A1. 

10) Select Paste from the Edit Menu. 

Example: 

You will notice that for row 9, the data in A9 is a  

continuous string: 

 “002       BENSON LEE        1300.00      1400.00” 
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You will have to bring the data into their respective columns. To do this, you will have to use 

MS Excel Text-To-Columns function. 

 

STEPS: 
1) Select from the first column heading to the row where the subtotal 

appears. See the above diagram.  

2) Choose Fixed  width for the data type of which you are importing 

into Excel. 

3) Click the Next Button. 
 

 

4) Set or remove column breaks.  

 

 

 

 

 

 

 

 

 

 

5) Click the Next Button. 

 

 

6) Select each column and apply  
       the relevant data type for  
       each column field. 

 
Note:   

If the data in a field consists of leading 

zeros, it should be Text data type. If it is a 

date field, then it should be a Date data type. 

If it is none of the above, it should be set to general data type. 

 

 

 

11) Click the Finish button to complete the import process. 

Choose 

Fixed width 


