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Exporting Data from Report Center

This guide provides a step-by-step process for exporting data from the Report Center,

making it easy for users to retrieve and analyze pay code details efficiently.

There are three separate export options covered in this guide - "Exporting
Individual Elements", "Exporting Pages/Tabs", and "Exporting Entire Workbook".

Exporting Individual Report Center Elements

The "Exporting Individual Report Center Elements" option is recommended when
you have multiple Report Center elements contained within a Report Center
workbook (i.e. multiple tables, charts, KPIs, or pivot tables) and you would like to
isolate and export one specific element from the workbook.

1 Open any Report Center Workbook.
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2 Apply page controls and/or make updates as you'd like within the workbook.

3 Click within the element you would like to export. In this example, our goal is to
export only the data contained within the "Pay Code Detail" table.
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4 Within the upper right corner of the element, click on the three vertical dots icon
to expand the Action Bar.

5 Hover over "Export"
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6 Select the format in which you would like to export your data. In this example, we
chose the "Excel" format.

7 Your report will download automatically.

Exporting a Workbook Page/Tab from Report Center

The "Exporting a Workbook Page from Report Center" option is recommended
when you have multiple pages/tabs of data contained within a Report Center
workbook and you would like to isolate and export the contents of one entire
page/tab from the workbook.
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8 Open any Report Center Workbook.

9 Apply page controls and/or make updates as you'd like within the workbook.
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10 Click on the arrow next to the Page/Tab that you would like to export.

11 Click "Export..."
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12 Within the "Export" popup, select the "PDF" menu to view available export options.

13 In this example, we are exporting the page of data in an Excel file.
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14 Click "Export"

15 Your report will download automatically.

Exporting an Entire Workbook from Report Center

The "Exporting an Entire Workbook from Report Center" option is recommended
when you have multiple pages/tabs of data contained within a Report Center
workbook and you would like to export the contents of all pages/tabs from the
workbook.
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16 Open any Report Center Workbook.

17 Apply page controls and/or make updates as you'd like within the workbook.
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18 Click on the arrow next to the Page/Tab that you would like to export.

19 Click "Export..."
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20
Within the "Export" popup, the page/tab that you selected will pre-populate as the
default selection. By clicking on the name of the page/tab, a dropdown menu will
display.

21 Change the selection to "Entire workbook"
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22 Click on the "PDF" dropdown to view available export options.

23 In this example, we are exporting the page of data in an Excel file.



13

24 Click "Export"

25 Your report will download automatically.


