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HOW TO EXPORT A GENERAL LEDGER REPORT Question 
 

 
 
 

PLEASE REFER TO THE STEPS BELOW: Answer 
 

 Payroll Mate has the ability to export payroll data to general ledger format.  
To do this please see the steps listed below.  
 
Make sure you have the correct company open 
 
1. Click Tools 
2. Click Export Payroll Data to: 
3. Click General Ledger 

 
 
 

  
 
 

Click Export Payroll Data to 2 

Click Tools 1 

Click General Ledger 3 
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4. Click Report Options 
 
 
 
 

 

  

 

 

 

 

 

 

 

 

 

 

Click Report Options 4 
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5. Select the Pay Date range you need to run the report  
6. Select the employee or employees you need 
7. Assign General Ledger account names 
8. Click OK 
 
 
 
 
 

 

 

 

 

 

 

 

Please note:  All reports are based on 
PAY DATE, not pay period.   

Month, dd, yyyy   Month, dd, yyyy 

Select Employee(s) 6 

Click OK 8 

Select Pay Date Range 5 
Assign Account Names 7 
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9. Click Export 
 

 
 
10. Browse to the location you want to save the report 
11. Enter a name for your report 
12. Click Save 
 

  
 

Enter a name 11 

Click Save 12 

Click Export 8 

Browse to location to save 10 
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