
PAGECENTER TO EXCEL  
INSTRUCTIONS
The PageCenter to Excel Instructions are designed to explain the steps you should take to export data from a LINE  Pageset 
type (e.g., rosters, listings, etc.) and save it as a Microsoft Excel document.

Information contained within an AFP  Pageset type (e.g., EFT letters, etc.) can also be saved as an Excel document, but you 
may prefer to save AFP documents as digital images (bitmaps) to maintain the format integrity. Information on “Saving AFP 
Documents to Bitmap” is included at the end of this document.

Saving as an Excel Spreadsheet:
1. Locate the report or roster that you wish to convert within your PageCenter mailbox. 

2. Open the report and click “Save to File.” 

3. The “Local Save” window will open. Select which pages you would like to save and then select “Save.” 
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4. After selecting “Save,” you will be prompted to identify a location where you would like to store the file.

a. Enter your File Name using the “.xls” suffix (e.g., “EXAMPLE.xls”).

b. You will also need to change the “Save As Type” to “All Files(*.*).”

c. Click “Save.” 

5. Open a blank Microsoft Excel file.

6. From the Microsoft Excel file, open your saved report.

a. File > Open > Select the saved report (e.g., “EXAMPLE”) and click “Open.” 

7. You may receive the message below.  Select “Yes” to open your report. 



8. The Text Import Wizard will open. Do not make any adjustments to the pre-selected options for Step 1 and click “Next.” 

9. In Step 2 of the Text Import Wizard, adjust the columns for your desired view and then click “Next.” 

10. Finally, select “Finish” in Step 3 of the Text Import Wizard. Do not make any adjustments to the pre-selected options. 



11. Review your finished product to determine if any changes need made.

a. If changes need made to the line breaks, restart at Step 5.

b. If you plan to print your spreadsheet, change the following:

i. Change the Orientation to Landscape

ii. Change the Margins to Narrow

iii. Adjust the Scaling to Fit All Columns on One Page

c. Remember to re-save your spreadsheet. 



Saving AFP Documents to Bitmap:
1. Complete Steps 1 and 2 as outlined above under Saving as an Excel Spreadsheet. 

2. The “AFP Save” window will open. Select “bitmap” from the Process Type dropdown and select “Save.” 

3. After selecting “Save,” you will be prompted to identify a location where you would like to store the file. The “Save as 
type” will default to a bitmap. Enter a file name, select a location, and then select “Save” again. 

4. Locate your saved document and open it. The document will open as a picture for viewing or printing.

If you need additional assistance with PageCenter, please contact  
State Grant and Special Programs staff at 1.800.443.0646.

GR-PCTEI 
102717


	Saving as an Excel Spreadsheet
	Saving AFP Documents to Bitmap

	PHEAA Logo: 


