Make sure your date range is correct. Choose export name then click on the ... to choose where you

want the export to go or you can default it to c:\export.txt

o' File Setup Review Processes Reports Tools Window Help

Start Date 7/18/2010  ~|End Date [7/24/2010  +| Set | Period Setup | Filters |[7] Show/nactive Employees
Export Data
Export Name  |[uls=4 0 =1ss g4 -
-
Export File C:\export. txt o

[¥] Mark Records as Exported

Total Records Exported: 0

2. Make sure the “mark exports” is checked and click here. This will prevent you from re-exporting the
same records. Uncheck to export the same records again.



