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Print Employee Lists

Chapter
Three

PRINT EMPLOYEE
LISTS

3.
1Module Overview

The Print Employee Lists option is used to produce three different classes of 
listings from the Employee Master File.  These are:

1. Listings of ALL employees on file.
2. Listings of only the Non-Terminated (active) employees.
3. Listings of only the Terminated (former) employees.
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                        1. All
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                        3. Only Terminated
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The choice of class of listing is made from Screen 1 (shown above) of the #2. Print 
Employee Lists option from the Payroll Main Options menu.

On Screen 2 of this option,  these listings may be structured in several different 
ways permitting you to produce the following reports for the employees selected:

1. Alphabetical address listing
2. Alphabetical telephone listing
3. Date hired listing (Seniority List)
4. One page employee summaries
5. Employee Time/Pay data entry form
6. Employee birth date listing
7. Employee vacation due listing

3.
2Procedure for Print Employee Lists

1. From the Payroll Main Options menu,  select  #2. Print Employee Lists.  Press 
[ENTER].

2. Make your selection of the employees to include on the report from this list:

1. A listing of ALL employees on file.
2. A listing of only the Non-Terminated (active) employees.
3. A listing of only the Terminated (former) employees.

To select an option,  type the number that appears to the left of that option 
explanation.  Then press any of the keys equivalent to [ENTER].

To confirm your choice,  respond to the ANY CHANGE ? prompt by pressing 
[ENTER].  The default response here is N(o).

Respond Y(es) to the ANY CHANGE ? prompt to change your selection.

To return to the P/R Main Options screen,  press [ESC],  [<--],  or [END].

3. Make your selection of the type of report from this list:

1. Alphabetical Address Listing
2. Alphabetical Telephone Listing
3. Date Hired Listing (Seniority List)
4. One Page Employee Summaries
5. Employee Time/Pay Data Entry Form
6. Employee Birth Date Listing
7. Employee Vacation Due Listing

To select an option,  type the number that appears to the left of that option 
explanation.  Then press any of the keys equivalent to [ENTER].

To confirm your choice,  respond to the ANY CHANGE ? prompt by pressing 
[ENTER].  The default response here is N(o).

Respond Y(es) to the ANY CHANGE ? prompt to change your selection.

To return to the P/R Main Options screen,  press [ESC],  [<--],  or [END].
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4. For a few seconds you will see:

PROCESSING OCCURRING ... PLEASE WAIT

5. Select the printer to use to produce the report,  or select to have the report
stored for later printing.  The report will be saved to file EMPLST.PRT.

6. Again you will see:

PROCESSING OCCURRING ... PLEASE WAIT

7. After a few moments,  the bottom of the screen will display the following 
information:

     File:  (name).PRT        Printer: (name)       Display to SCREEN? N

The left most piece of information is the name of the file in which the report
has been saved.  The middle piece of information is the choice of printer to 
produce the report.  At the right is a prompt to permit you to preview the 
report on the screen.

8. If you choose to preview the report on the screen,  press [ESC] when you are 
finished to resume.

9. When you respond N(o) to the  Display to SCREEN?  query,  you are next shown a
prompt at the lower right of the screen that asks:

Print file? Y

The default here is Y(es).  Pressing only [ENTER] selects this default and 
initiates printing of the report.  If you wish not to print the report,  press
"N" (for No).

10. You will be returned to Screen #1 of the Print Employee Lists option to choose
another combination for a report.  From there,  press [ESC] to return to the 
Payroll Main Options menu.
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3.
3Sample Employee Lists

Alphabetical Employee Address List

REPORT NAME: EMPLST.PRT

RUN DATE: 15-OCT-01                      (Your Company Name)                                                         PAGE   1

Alphabetical Employee List

Employee Types:  1-4 = Hourly  5-8 = Salaried

------------EMPLOYEE------------                                                                                    DEPT  TERMINATED
NO    NAME                        STREET                      CITY              ST    ZIP         SOC-SEC-NO  TYPE  NO   FLAG

0006   BERNANDO, ALICE             519 W. White                CLIFTON           IL   61727        359-56-5258   1   10    Y
0003   CAVENDISH, HENRY            1770 MILDRED LANE           Champaign         IL   61821        483-12-3456   1   13    N
0004   JOHNSON, DALE               1500 EAST 7TH ST            Danville          IL   61832        323-12-3456   1   11    N
0005   MEISTER, KATE               BOX 5432                    MANFRIED          IL   61854        325-12-3456   4   11    N
0002   MICHAEL, DAVID              266 SALEM RD.               ANABRU            IL   61801        365-12-3456   2   20    Y
0001   POTTER, MAC                 109 S. EASY ST.             ANABRU            IL   61820        324-83-1234   1   13    N

   6 EMPLOYEES         0 SALARIED EMPLOYEES         6 HOURLY EMPLOYEES         2 TERMINATED EMPLOYEES
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Alphabetical Employee Telephone List

REPORT NAME:  EMPL1.PRT

RUN DATE: 15-OCT-01      (Your Company Name)                          PAGE   1

Alphabetical Employee Phone List

-----------EMPLOYEE------------
NO.  NAME                         TEL. N0.

          *** B ***
0006  BERNANDO, ALICE       (T)  935-6255

          *** C ***
0003  CAVENDISH, HENRY

          *** J ***
0004  JOHNSON, DALE              4131221

          *** M ***
0005  MEISTER, KATE              4981234
0002  MICHAEL, DAVID        (T)  367-6173

          *** P ***
0001  POTTER, MAC                389-1166

   6 EMPLOYEES

Copyright 01/2002
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Date Hired Listing (Seniority List)

REPORT NAME:  EMPL2.PRT

NOTE: This report may be generated in either "Date Hired" order or "Alphabetical" 
order.  The sample below is in "Date Hired" order.

RUN DATE: 15-OCT-01       (Your Company Name)                         PAGE   1

Employee Date Hired List

FOR PERIOD 01/01/80  THRU  01/01/01

 SOCIAL     EMPL                              DATE   HOURLY
SEC. NO.     NO.  NAME                        HIRED   RATE

324-83-1234 [0001] POTTER, MAC               05/31/86  16.500
365-12-3456 [0002] MICHAEL, DAVID        (T) 11/09/87   6.250
483-12-3456 [0003] CAVENDISH, HENRY          07/01/88  15.150
323-12-3456 [0004] JOHNSON, DALE             02/02/89  18.000
325-12-3456 [0005] MEISTER, KATE             07/05/89   7.750
359-56-5258 [0006] BERNANDO, ALICE       (T) 10/25/90  10.000

 6   EMPLOYEES
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Date Hired Listing (Seniority List)

REPORT NAME:  EMPL2.PRT

NOTE: Below is a sample of the Date Hired report in Alphabetical order.

RUN DATE: 15-OCT-01    (Your Company Name)                         PAGE   1

Employee Date Hired List

FOR PERIOD 01/01/86  THRU  01/01/01

 SOCIAL     EMPL                              DATE   HOURLY
SEC. NO.     NO.  NAME                        HIRED   RATE

                      *** B ***
359-56-5258 [0006] BERNANDO, ALICE       (T) 10/25/90  10.000

                      *** C ***
483-12-3456 [0003] CAVENDISH, HENRY          07/01/88  15.150

                      *** J ***
323-12-3456 [0004] JOHNSON, DALE             02/02/89  18.000

                      *** M ***
325-12-3456 [0005] MEISTER, KATE             07/05/89   7.750
365-12-3456 [0002] MICHAEL, DAVID        (T) 11/09/87   6.250

                      *** P ***
324-83-1234 [0001] POTTER, MAC               05/31/86  16.500

 6   EMPLOYEES
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One Page Employee Summaries

REPORT NAME:  EMPSUM.PRT

******************************************************************************* 
*   (Your Company Name)                                       Date: 10/15/01  *
******************************************************************************* 
*                                                                             *
*     Employee Number: 0003                      Base Pay     : $      0.00   *
*     Employee Name  : CAVENDISH, HENRY          Regular Rate : $     15.150  *
*     Street Address : 1770 MILDRED LANE         Overtime Rate: $     22.500  *
*     City, State    : Champaign, IL             Special Rate : $     30.000  *
*     Zip Code       : 61821                                                  *
*                                                                             *
*     Social Sec. No.: 483-12-3456               Pay Type     : Hourly        *
*     Phone Number   :                           Pay Frequency: 26            *
*     Department     : 13                        Sex          : Male          *
*     Marital Status : Single                    Class        : Technical     *
*                                                                             *
*     Date Hired     : 07/01/88                  Pension      : No            *
*     Date Terminated:                           Withhold FICA: Yes           *
*     Terminated ?   : No                        W/H  MEDICARE: Yes           *
*-----------------------------------------------------------------------------* 
*                                                                             *
*    -------------------------------Federal-----------State------------City   * 
*           Tax Table Codes                             1                0    *
*      Number of Exemptions             2               2                0    *
*    Additional Withholding    $      0.00     $      0.00      $      0.00   *
*                                                                             *
*             -------------------------Size-------Deduction----------Balance  *
*             Savings Bonds    $      0.00     $      0.00      $      0.00   *
*             Employee Loan    $      0.00     $      0.00      $      0.00   *
*                                                                             *
*     Deductions-------------Amount------Annual ?---------------YTD Deducted  *
*     401K           : $      0.00         No                   $      0.00   *
*     ROA            : $      0.00         No                   $      0.00   *
*     CAFE PLN       : $      0.00         No                   $      0.00   *
*     INSURANC       : $      0.00         No                   $      0.00   *
*                    : $      0.00         No                   $      0.00   *
*     NON-CASH       : $      0.00         No                   $      0.00   *
*     RETIRMNT       : $      0.00                              $      0.00   *
*-----------------------------------------------------------------------------* 
*                                                                             *
*     YTD Gross Pay  : $ 21,816.99               QTD Gross Pay: $  7,272.30   *
*     YTD FICA       : $  1,352.69               QTD FICA     : $    450.90   *
*     YTD FWT        : $  2,722.49               QTD FWT      : $    907.49   *
*     YTD SWT        : $    612.92               QTD SWT      : $    204.30   *
*     YTD SDI        : $      0.00               QTD SDI      : $      0.00   *
*     YTD CWT        : $      0.00               QTD CWT      : $      0.00   *
*     YTD PHO        : $      0.00               QTD PHO      : $      0.00   *

/\/\/\/\/\/\/\/\(Report continues for this employee and all chosen employees)\/\/\/\/\/\/\/\/\/\/\ 
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Employee Time/Pay Data Entry Form

REPORT NAME: EMPFRM.PRT

RUN DATE: 15-OCT-01    (Your Company Name)                         PAGE   1

Employee Time/Data Entry Form

Payroll Frequencies: ALL

----------- EMPLOYEE ---------- BASE PAY HRLY RT REG HRS OVT HRS SPC HRS DPT 

JOHNSON, DALE             0004     0.00   18.000 ------- ------- ------- 11

MEISTER, KATE             0005     0.00    7.750 ------- ------- ------- 11

CAVENDISH, HENRY          0003     0.00   15.150 ------- ------- ------- 13

POTTER, MAC               0001     0.00   16.500 ------- ------- ------- 13
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Employee Birth Date Listing

Report Name: EMPBDT.PRT

NOTE:  This report may be generated in:
1. Birth Date Order (YYMMDD)
2. Alphabetical Order
3. Birth Month Order (MMDD)

RUN DATE: 24-OCT-01     (Your Company Name)                            PAGE   1

Employee Birth Date List

FOR DATES: 01/01/40    THRU  12/31/98

 SOCIAL     EMPL                              BIRTH
SEC. NO.     NO.  NAME                        DATE

                      *** B ***
359-56-5258 [0006] BERNANDO, ALICE       (T) 03/17/1968

                      *** C ***
483-12-3456 [0003] CAVENDISH, HENRY          08/15/1949

                      *** I ***
333-42-5618 [0277] INSCO, CAROLINA           12/07/1941

                      *** J ***
323-12-3456 [0004] JOHNSON, DALE             01/15/1957

                      *** M ***
325-12-3456 [0005] MEISTER, KATE             08/16/1972
365-12-3456 [0002] MICHAEL, DAVID        (T) 12/21/1960

                      *** P ***
342-38-7348 [0981] POTTER, KAREN             01/01/1949
324-38-9753 [0001] Potter, Mac               11/30/1946

                      *** S ***
342-51-6092 [0107] Strohm, Magdelena         02/02/1954

 9   EMPLOYEES
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Employee Vacation Due Listing

Report Name: EMPVAC.PRT

RUN DATE: 25-OCT-01                      (Your Company Name)                                                                PAGE   1

Employee Vacation Due Report 9.0(000)

10:00 AM

------- EMPLOYEE -------- NO        VACATION   VACATION   VACATION      VACATION
                                      LIMIT     UNUSED  LIABILITY      PAID YTD

BERNANDO, ALICE       (T) 0006          0.00      80.00     800.00          0.00
MICHAEL, DAVID        (T) 0002          0.00       1.39       8.69          0.00
                                 ========== ========== ==========    ==========
                                       0.00      81.39     808.69          0.00

     EMPLOYEES

PROGRAM: EMPVAC 9.0(000)

   2 EMPLOYEES
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