
 

 

WorkSmart guide to downloading reports 

Published reports 

This guide provides instructions for downloading your published reports. 

 

1 

Login to WorkSmart: 

 

 

2 

Navigate to the folder that contains your published reports: 

 

 



 

 

3 

Click on the report to be downloaded: 

 

 

4 

Download the report and save to a location on your computer: 

 

 

5 

Repeat steps 1-4 for all published reports within all folders. 

 

Note: Do not forget any archived folders you may have. 

 

Draft Reports 

If you have any draft reports that you wish to save then the steps are slightly different. 

 

1 

Login to WorkSmart and navigate to the folder that contains your forms as described in steps 1 

and 2 above. 

 

 

2 

Click on the report to be downloaded. Note if the report is greyed out then it is locked and you 

will need to click on the padlock 🔒  next to the report to unlock it. 

 



 

 

3 

Click on the Review button to download: 

 

 
 

Note: This will be a draft and watermarked as such.  

 

4 

As per the instructions above, this will need to be repeated for each draft report and within all 

folders (including any archived folders). 
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