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Using File Export to Obtain a List of Employees 
The Staff Maintenance File includes the staff’s DOB, SSN and classification for staff that have a change to their 
profile within the date range selected. This can easily be used pull an extract of all staff within your database if 
a large date range is selected.  
 
To access the Staff Maintenance File export, follow the steps listed below: 

1. Log into Santrax Agency Management, and from the Main Menu, select Reports 
2. Within the Payroll tab select Staff Maintenance File. 
3. Select a large Date Range as this pulls staff profile information that has been edited during this 

time range. 
4. Select MS Excel (Data Only) from the Export dropdown, then select Export.  

 
 

5. If the following screen appears click on OK. The download method may vary depending on the 
browser you are using.  
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6. The following spreadsheet will open. Highlight and delete columns A (Company Code) through 

B (File Number), G (Home Department) through N (Home Phone number), and columns N 
(Federal Marital Status) through Z (Branch ID)  

 
 

7. The following columns should remain.  
8. Click on the Sort & Filter button. To delete employees who are not active, filter by Status or 

Date Terminated, and remove those who are not active, or those past your lookback period.  
9. This file can be separated by Employee Classification. Typically, Office staff, Nurses and Field 

Staff are reviewed separately in exclusion portals as they may be reviewed by different 
departments or different criteria may be used to clear matches.  
Note: Only the Employee Name, and Birth Date will be uploaded in the exclusion portal, the 
remaining information can be used to investigate a potential match, or for reference purposes.  
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Using File Export to Obtain a List of Physicians 
1. From the Reports tab, select the Physicians List with NPI within the Other reports tab. 
2. Select MS Excel (Data Only) from the Export dropdown, then select Export.  

 
3. If the following screen appears click on OK. The download method may vary depending on the browser 

you are using.  

 
4. The following spreadsheet will open.  

Best Practice for exclusions uploads:  
Remove commas, titles and initials from names. Complete this by highlighting column A, typing <Ctrl> 
<F> to search and navigating to the Replace tab. Then enter what should be removed in the “Find 
what:” entry, and click on Replace All. Note: If DR is removed without a period (.) and an individual’s 
name contains DR, that text will be removed. Dan Drey will become Dan ey. 

 


