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Downloading Employee Report 
 
STEP 1. Business Stakeholders (owners/ partners/corporate officers/shareholders/manager) 
Sign‐In with their personal email address (not the business email address) to view the business 
employee report.  
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STEP 2.  Locate and select the My Businesses tab. 
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STEP 3.  Locate the appropriate company license, click on the Action button and select 
Download Employee Report.   
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Step 4. Depending on your computer and browser, a pop‐up will be displayed prompting you to 
download and save the file.  
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Step 5. Navigate to the location where you saved the file and open the file.  The location of the 
file will differ depending on where you saved the file.   

 

 

Facts about the Employee Report 

• CSV File – Downloaded from the Company Profile page 
• Reflects all employees affiliated with the company (even terminated ones) 
• Reflects individual license, status, license number, expiration date, hire date, and 

termination date 
• Live information (from the time of download) 
• There is no limit to the amount of times it can be downloaded 

 

 


