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01 Introduce Report Exporting

Today I'm going to show you how to export a report into an Excel spreadsheet or CSV file in Salon
Manager.
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LeeT Change user
e Self Employed Team Members
x Ve, Start date End date
27 July, 2026 3 August, 2026
Reports List
© Team Member + Employment Status v Total Service Takings 7 Total Retail Takings 1 Cash v Cards 1 Voucher Payments  + Account Payments 1 Loyalty Points Payments 1 Other Payments 1 Tips
Danie sef employed £34.00 €000 €000 000 000 €000 £000 £34.00 €000
Noate Employed £1500 000 000 £1500 000 000 00 000 000
Rikki Self employed £92.00 £0.00 £3.00 £90.00 £000 £0.00 £0.00 £0.00 £0.00
Bl Self employed £9400 £0.00 £0.00 £94.00 £000 £000 £0.00 £000 £000

£296.00 £0.00 £3.00 £199.00 £0.00 £0.00 £0.00 £94.00 £0.00
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02 Export Reports To Excel Or CSV

Once you've found the report you wish to export and confirmed your start date, end date, and any
filters you want to apply, go to the bottom left and use the button to export to Excel or CSV. This
creates two different spreadsheet formats that will go into your downloads folder at the top right
and appear in your downloads within your file explorer.
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LeeT Change user
e Self Employed Team Members - Manchester

Liibi t da End d
July u
Reports List
Team Member Employment Status Total Service Takings Total Retail Taings Cash Cards Voucher Payments Account Payments + Loyalty Points Payments Other Payments Tips
Daniel Self employed £9400 £0.00 £0.00 £0.00 £000 £0.00 £0.00 £3400 000
Natale Employec £1500 £0.00 £0.00 £1500 £0.00 2000 £0.00 £0.00 £0.00
Rikki Self employed £9300 £0.00 £2.00 £90.00 £0.00 £0.00 £0.00 £0.00 £0.00
r— = Seft employed £9400 £0.00 £000 £9400 £0.00 £0.00 £0.00 £0.00 £0.00
29600 0.0 5.0 £199.00 0.0 0.0 0.0 £94.00 0.0
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