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Print Overtime/PHO Report

Chapter Thirteen

PRINT OVERTIME/PHO REPORT

13.
1Module Overview

The Overtime & PHO Report may be printed at any time.  All employees in the Employee
Master File will be printed including those terminated and those having no overtime hours 
or paid hours off.

13.
2Procedure for Print Overtime/PHO Report

1. From the Payroll Main Options menu,  choose #12. Print Overtime/PHO Report.  
Press [ENTER].

2. Select the printer you wish to use for this report.  Type the number of your 
choice.

If you take choice "5" the report will be saved for later printing.  In this 
case it will be saved in file OSPRPT.PRT.  In the future you may retrieve the 
report by taking choice #14. Display/Print Payroll Reports from the Payroll 
Main Options menu.

3. You will see a screen that says:

PRINTING OCCURRING ... PLEASE WAIT

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

File:  OSPRPT.PRT       Printer: (choice)       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.

5. If you choose to preview the report on the screen,  press [ESC] when you are 
finished to resume.
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6. When you respond N(o) to the  Display to SCREEN?  query,  you next are 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).

7. You will return to the Payroll Main Options menu.

13.
3Sample Overtime & PHO Report

REPORT NAME:  OSPRPT.PRT

RUN DATE: 16-OCT-01                      (Your Company Name)                                                         PAGE   1

Overtime and Paid Hours Off Report

11:05 AM

EMPL        EMPL                        ---------MONTH-TO-DATE--------     ----------YEAR-TO-DATE----------    BANK $
NO   DEPT  NAME                        OVT-HR     PHO-HR      PHO-PAY       OVT-HR     PHO-HR      PHO-PAY    UNPAID

0006   10   BERNANDO, ALICE               0.00       0.00         0.00         0.00       0.00         0.00      0.00

           DEPARTMENT SUB-TOTALS:        0.00       0.00         0.00         0.00       0.00         0.00      0.00

              1 EMPLOYEES   AVERAGES:    0.00       0.00         0.00         0.00       0.00         0.00      0.00

0004   11   JOHNSON, DALE                 0.00       0.00         0.00         0.00       0.00         0.00      0.00
0005   11   MEISTER, KATE                 0.00       0.00         0.00         0.00       0.00         0.00      0.00

           DEPARTMENT SUB-TOTALS:        0.00       0.00         0.00         0.00       0.00         0.00      0.00

              2 EMPLOYEES   AVERAGES:    0.00       0.00         0.00         0.00       0.00         0.00      0.00

0001   13   POTTER, MAC                   0.00       0.00         0.00         0.00       0.00         0.00      0.00
0003   13   CAVENDISH, HENRY              0.00       0.00         0.00         0.00       0.00         0.00      0.00

           DEPARTMENT SUB-TOTALS:        0.00       0.00         0.00         0.00       0.00         0.00      0.00

              2 EMPLOYEES   AVERAGES:    0.00       0.00         0.00         0.00       0.00         0.00      0.00
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0002   20   MICHAEL, DAVID                0.00       0.00         0.00         0.00       0.00         0.00      0.00

           DEPARTMENT SUB-TOTALS:        0.00       0.00         0.00         0.00       0.00         0.00      0.00

              1 EMPLOYEES   AVERAGES:    0.00       0.00         0.00         0.00       0.00         0.00      0.00

           GRAND TOTALS:                 0.00       0.00         0.00         0.00       0.00         0.00      0.00

              6 EMPLOYEES   AVERAGES:    0.00       0.00         0.00         0.00       0.00         0.00      0.00
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