HOW TO CONVERT A PEOPLEADMIN REPORT

TO AN EXCEL SPREADSHEET
(8/07)
1. Your PeopleAdmin home page will list all your active recruitments.  Under the correct position, click on “Get Reports List” (2nd column from left).
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2. Click on the report you wish to generate, i.e., “Applicant List” or “Applicant List - Contact Information.”
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3. Click on “generate report.”

4. On your toolbar, under “File” click on “Save As.”
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5. The file name will be listed as “Report.”  You can change this if you’d like.  Be certain that you note the location to which the file is being saved.

6. Click “save.”
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7. Open Excel.

8. Double-click on the file name (you may get a “Problems During Load” message – click on “OK”).
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9. Right-click on the cell above row 1 and to the left of column A to highlight the entire worksheet.
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10. Click on “format cells.”

11. Click on “border.”

12. Click on “outline” and “inside.”

13. Click on “OK.”

14. You can now manipulate the spreadsheet as needed (delete un-needed rows or columns, convert to “landscape,” etc.).
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