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Step 1: On the left sidebar, navigate to Reports > Alphalist Reports.
Step 2: Specify the branch and year, then click “Process Report” to generate the alphalist 
reports.
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Step 3: You can now generate the Alphalist report.

Note: Before generating the report, make sure that all employees’ TIN numbers 
are properly entered in their 201 File.
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Step 4: You can download the alphalist reports in PDF or Excel format.


