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You must have Microsoft Office 2003 or later to use this feature. 

Import / Recover 

1. On the Annual Report – Import/Recover/Delete/Export screen, select the “Import from
Employer File” or “Recover from TRS Annual Report” option and press the “OK” button
to perform an import or recover.

2. You may continue after you receive the email that the import or recover was completed.

Create Spreadsheet 

3. On the Annual Report – Import/Recover/Delete/Export screen, select the “Create
Spreadsheet File” option and press the “OK” button.

4. On the File Download screen, press the “Save” button.

OR
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5. On the Save As screen, select a directory and press the “Save” button.

6. If the Download complete dialog box does not close automatically, press the “Close”
button.

OR
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Open the XML File in Excel and Edit the Data 

7. Open Microsoft Excel.
8. Select “File – Open” from the Excel menu. For Microsoft Office 2007, select the Office

button and select “Open” from the Excel menu.

Microsoft Office 2003 & 2010: Microsoft Office 2007: 
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9. Navigate to the directory where you saved the XML file in Step 5 and press the “Open”
button.

10. The data is loaded into Microsoft Excel.

11. Using Microsoft Excel functionality, complete any changes, additions or deletions to the
data.
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Export the XML File from Excel 

12. If you have the Developer ribbon, skip to Step 18.

If you have Microsoft Office 2010: 

13. Select “File – Options” from the Excel menu.
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14. On the Excel Options dialog box, select the “Customize Ribbon” option. In the right list
box, select the “Developer” checkbox and press the “OK” button.

15. Continue with Step 18.
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If you have Microsoft Office 2007: 

16. Select the Microsoft Office button, and then press Excel Options.
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17. In the Popular category, select the “Show Developer tab in the Ribbon” check box and
press the “OK” button.
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If you have Microsoft Office 2010 or Microsoft Office 2007: 

18. On the Developer ribbon, press the “Export” button.

If you have Microsoft Office 2003: 

19. Select Data - XML – Export from the Excel menu.
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For all versions of Microsoft Office: 

20. On the Export XML dialog box, select the directory and name of the file to export the
new data to and press the “Export” button.

Delete All Employees from the Annual Report 

21. Return to the Annual Report – Import/Recover/Delete/Export screen. Before importing
the new data, you will have to delete the existing employees from the Annual Report so
the new employee data can be imported. Select the “Delete All Employees from the
Annual Report” option and press the “OK” button.

22. On the Delete All Employees screen, press the “Delete” button.
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Import the XML File to the Web Site 

23. On the Import/Recover/Delete/Export screen, select the “Import from Employer File”
option and press the “OK” button.

24. On the Import from Employer File screen, press the “Browse…” button.



Spreadsheet File Instructions 

 pg. 12 

25. On the Choose File to Upload screen, navigate to the directory where you saved the XML
file in Step 25 and select the file, then press the “Open” button.

26. On the Import from Employer File screen, press the “OK” button.

27. When you receive the email that the import was completed, then you can review the
employees that were imported through the Employee List screen.
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