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Print Time Card Reports

Chapter
Five

PRINT TIME CARD
REPORTS

5.
1Module Overview

The screen shown above is available from choice #4. Print Time Card Reports of the 
Payroll Main Options menu.  This function prints management reports from the time cards.  
These are available in eight different versions (as shown), initially separated as reports
from current Time Cards and reports from Time Card History. 
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(Your Company Name)                                                 9.0(###)
Time Card Reports

                  Which report do you wish to print:  █__                

                       1. Time Cards by Employee
                       2. Time Cards by Job
                       3. Time Cards by Department
                       4. Time Card Summary of Hours by Job

                       5. Time Card History by Employee
                       6. Time Card History by Job 
                       7. Time Card History by Department
                       8. Time Card History Summary of Hours by Job
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5.
2Procedure for Print Time Card Reports

1. From the Payroll Main Options menu,  select #4. Print Time Card Reports.  
Press [ENTER].

2. You will see the prompt:

Which report do you wish to print:  █__

1. Time Cards by Employee
2. Time Cards by Job
3. Time Cards by Department
4. Time Card Summary of Hours by Job

5. Time Card History by Employee
6. Time Card History by Job
7. Time Card History by Department
8. Time Card History Summary of Hours by Job

Choose the report version you wish by typing the number in front of the 
description.  Then press [ENTER].

3. Respond to the ANY CHANGE ? prompt.  The default here is N(o).  To change your
report selection,  respond Y(es).

4. You will see a printer selection screen.  Choose the printer you wish to use 
for the Time Cards report by typing the number to the left of its name.

5. Depending upon the size of your report,  you may briefly see a screen that 
says:

PRINTING OCCURRING ... PLEASE WAIT

6. 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.

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

8. 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 [ENTER] alone selects this default and 
initiates printing of the report.  If you wish not to print the report,  press
"N" (for No).
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If you choose to print the report later,  you may do so by using option #14. 
Display/Print Payroll Reports from the Payroll Main Options menu.

9. When finished,  you will be returned to the Time Card Reports options screen.
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5.
3Sample Time Card Report by Employee

REPORT NAME:  TMCEMP.PRT

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

Time Card Report by Employee

For Period Ending 09/16/2001                                                                                 Overhead =   0.00
Codes: 0=Salary, 1=Reg, 2=Overtime, 3=Special, 4=Tax., 5=Non Tax., 6=Reimburse, 7=Holiday, 8=Paid Hrs Off, 9=Vacation, 10=Adv. Vac.
Codes: BI=Payroll Bank In, BO=Payroll Bank $ Paid

----------- EMPLOYEE -----------
NO    NAME                         DATE    CODE      JOB    TASK   G/L ACCT        RATE      HOURS          AMOUNT      W/OVERHEAD

0001   POTTER, MAC                09/05/2001   7   PST  000999 6615   6355-000      16.500       8.00         132.00          132.00
                                 09/06/2001   1   PST  000284 6250   6250-000      16.500       5.25          86.63           86.63
                                 09/06/2001   1   PST  000425 6255   6250-000      16.500       1.00          16.50           16.50
                                 09/06/2001   1   PST  000425 6610   6350-000      16.500       1.75          28.88           28.88

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\

                                 09/09/2001   1   PST  000218 6253   6250-000      16.500       1.00          16.50           16.50
                                 09/08/2001  BI   PST  000999 6610   6350-000 *     5.812 *     5.00 BNK      29.06     TO PAY LATER
                                                                                            -------    ----------     ------------
                                             EMPLOYEE TOTALS TO BE PAID THIS PERIOD            40.00         660.03          660.03
                                                             TO BE PAID LATER                   5.00          29.06
                                                                                            ========    ===========    ============
                                                     TOTALS                                   45.00         689.09           660.03

                 SUMMARY OF HOURS      REGULAR:    32.00        OVERTIME:     0.00    SPECIAL:      0.00
                                       HOLIDAY:     8.00    PAID HRS OFF:     0.00    VACATION:     0.00    ADV.VACATION:   0
                                       BANK IN:     5.00

0003   CAVENDISH, HENRY           09/05/2001   7   PST  000999 6615   6355-000      15.150       8.00         121.20          121.20
                                 09/06/2001   1   PST  000999 6254   6250-000      15.150       2.50          37.88           37.88
                                 09/06/2001   1   PST  000269 6240   6240-000      15.150       1.50          22.73           22.73

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\

REPORT TOTALS ======================================================================================================================
   5 EMPLOYEES                                               TO BE PAID THIS PERIOD         163.50         2,289.91        2,289.91
HASH OF EMPLOYEE NUMBERS:     1234                            TO BE PAID LATER                 5.00            29.06
                                                                                          ========      ===========     ===========
                                                                                            168.50         2,318.97        2,289.91

            SUMMARY OF HOURS     REGULAR:   131.50        OVERTIME:     0.00    SPECIAL:      0.00
                                 HOLIDAY:    32.00    PAID HRS OFF:     0.00    VACATION:     0.00
                                 BANK IN:     5.00

                   P/R 'BANK'    PAID IN      29.06
                                PAID OUT       0.00
                                         ===========
                              NET CHANGE      29.06
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5.
4Sample Time Card Report by Job

REPORT NAME:  TMCJOB.PRT

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

Time Card Report by Job #

For Period Ending 09/16/01                                                                                   Overhead =   0.00
Codes: 0=Salary, 1=Reg, 2=Overtime, 3=Special, 4=Tax., 5=Non Tax., 6=Reimburse, 7=Holiday, 8=Paid Hrs Off, 9=Vacation, 10=Adv. Vac.
Codes: BI=Payroll Bank In, BO=Payroll Bank $ Paid

-------------- JOB -------------  ---------- EMPLOYEE ---------
NO     DESCRIPTION                 NO  NAME                   TASK  DATE            RATE       HOURS         AMOUNT      W/OVERHEAD

000215 KHYAM - Tent Rental     0001 POTTER, MAC               6612  09/07/2001    16.500           1.00           16.50       16.50
                              0001 POTTER, MAC               6610  09/07/2001     5.812           5.00 BNK       29.06   PAY LATER

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\

                                           EMPLOYEE TOTALS TO BE PAID THIS PAY PERIOD            40.00          660.03      660.03
                                                                   TO BE PAID LATER               5.00           29.06
                                                                                               ========    ===========    =========
                                                                             TOTALS              45.00          689.09      660.03

                              0003 CAVENDISH, HENRY          6250  09/06/2001    15.150            5.00          75.75       75.75
                              0003 CAVENDISH, HENRY          6250  09/07/2001    15.150            2.50          37.88       37.88

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\

                                             JOB SUBTOTALS   TO BE PAID THIS PAY PERIOD           28.50         930.13      930.13
                                                                   TO BE PAID LATER                5.00          29.06
                                                                                               ========    ===========    ========
                                                                             TOTALS               45.00         689.09      660.03

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\

REPORT TOTALS ======================================================================================================================
   2 JOBS                                                    TO BE PAID THIS PERIOD         163.50         2,289.91        2,289.91
HASH OF JOB NUMBERS:     1639                                 TO BE PAID LATER                 5.00            29.06
                                                                                          ========      ===========     ===========
                                                                                            168.50         2,318.97        2,289.91
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5.
5Sample Time Card Report by Department

REPORT NAME:  TMCDPT.PRT

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

Time Card Report by Dept #

For Period Ending 08/10/20                                                                                   Overhead =   0.00%
Codes: 0=Salary, 1=Reg, 2=Overtime, 3=Special, 4=Tax., 5=Non Tax., 6=Reimburse, 7=Holiday, 8=Paid Hrs Off, 9=Vacation, 10=Adv. Vac.
Codes: BI=Payroll Bank In, BO=Payroll Bank $ Paid

-----------DEPARTMENT-----------  ---------- EMPLOYEE ---------
NO     DESCRIPTION                 NO  NAME                   TASK  DATE            RATE       HOURS         AMOUNT      W/OVERHEAD

10                             0001 POTTER, MAC               6370  08/10/01     7.500            10.25           76.88       76.88
                                                                                              --------      ----------- -----------
                                           EMPLOYEE SUBTOTALS      TO BE PAID THIS PAY PERIOD    10.25           76.88       76.88
                                                                                              ========      =========== ===========
                                                                                     TOTALS      10.25           76.88       76.88

------------------------------------------------------------------------------------------------------------------------------------
                                               DEPT SUBTOTALS      TO BE PAID THIS PAY PERIOD    10.25           76.88       76.88
                                                                                              ========      =========== ===========
                                                                                     TOTALS      10.25           76.88       76.88

FM                             0003 CAVENDISH, HENRY          F2    08/08/01    18.000             8.00          144.00      144.00
                              0003 CAVENDISH, HENRY          F2    08/09/01    18.000             3.25           58.50       58.50
                              0003 CAVENDISH, HENRY          F3    08/10/01    17.500             1.75           30.63       30.63
                              0003 CAVENDISH, HENRY          J8    08/06/01    13.000             2.50           32.50       32.50
                              0003 CAVENDISH, HENRY          J8    08/06/01    13.000             0.50            6.50        6.50
                              0003 CAVENDISH, HENRY          L1    08/06/01    12.500             5.00           62.50       62.50
                              0003 CAVENDISH, HENRY          L1    08/07/01    12.500             6.50           81.25       81.25
                                                                                              --------      ----------- -----------
                                           EMPLOYEE SUBTOTALS      TO BE PAID THIS PAY PERIOD    27.50          415.88      415.88
                                                                                              ========      =========== ===========
                                                                                     TOTALS      27.50          415.88      415.88

------------------------------------------------------------------------------------------------------------------------------------
                                               DEPT SUBTOTALS      TO BE PAID THIS PAY PERIOD    27.50          415.88      415.88
                                                                                              ========      =========== ===========
                                                                                     TOTALS      27.50          415.88      415.88

JY                             0001 POTTER, MAC               J1    08/06/01    16.500             5.25           86.63       86.63
                              0001 POTTER, MAC               J2    08/09/01    15.000             2.50           37.50       37.50
                              0001 POTTER, MAC               J2    08/06/01    16.000             1.25           20.00       20.00

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\

                              0001 POTTER, MAC               L1    08/06/01    12.500             1.25           15.63       15.63
                                                                                              --------      ----------- -----------
                                           EMPLOYEE SUBTOTALS      TO BE PAID THIS PAY PERIOD    29.75          452.26      452.26
                                                                                              ========      =========== ===========
                                                                                     TOTALS      29.75          452.26      452.26

------------------------------------------------------------------------------------------------------------------------------------
                                               DEPT SUBTOTALS      TO BE PAID THIS PAY PERIOD    29.75          452.26      452.26
                                                                                              ========      =========== ===========
                                                                                     TOTALS      29.75          452.26      452.26

JY
REPORT TOTALS ======================================================================================================================
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7
Print Time Card Reports

  4 DEPARTMENTS                                                    TO BE PAID THIS PAY PERIOD    67.50          945.02      945.02
HASH OF DPT NUMBERS:          10                                              TO BE PAID LATER     0.00            0.00

Copyright 01/2002
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5.
6Sample Time Card Summary of Hours by Job

REPORT NAME:  TMCJB2.PRT

Note: This report is formatted for 12 characters/inch. Use your printer front panel 
to select 12 cpi.

  (Your Company Name)
                Certified Payroll Report for Job 0ADMIN          PAGE    1
                            TCT&A Industries
                          ADM-Office Bldg Work
                            P.O. # 908-7612
                     For the Week of    08/04/2001

RUN DATE: 10/25/2001   12:26 AM

EMPLOYEE         TASK     HRS      Sat    Sun    Mon    Tue    Wed    Thu    Fri   TOTAL                            CLASS       EMP
NAME             CLS      TYPE      04     05     06     07     08     09     10   HOURS                            DESCRIPTION ID

CAVENDISH, HENRY F2       REG.    0.00   0.00   0.00   0.00   8.00   0.00   0.00    8.00                            FOREMAN     0003
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

Ver. 9.0



9
Print Time Card Reports

                                =====  =====  =====  =====  =====  =====  =====  ======
                   PAGE  TOTALS  0.00   0.00   0.00   0.00   8.00   0.00   0.00    8.00

                                =====  =====  =====  =====  =====  =====  =====  ======
          Job    AT331F  TOTALS  0.00   0.00   0.00   0.00   8.00   0.00   0.00    8.00
========================================================================================

JOB SUMMARY   Reg Hours Ovt Hours Spc Hours TOTAL HOURS
                  8.00      0.00      0.00        8.00    < - - - - - - - - - - - - - -
                                                                                        |
                                                                                        |
                                                                                       8.00

Sample Time Card Summary of Hours by Job continued next page.
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Sample Time Card Summary of Hours by Job continued.

                          (Your Company Name)
                Certified Payroll Report for Job AT3329          PAGE    2
                           Allison CPA, Larry
                           REPAIR LOCKER ROOM
                         Remove wooden wainscot
                           Paint all lockers
                           Remove w2w carpet
                           Seal shower floor
                     For the Week of    08/04/2001

RUN DATE: 10/25/2001   12:26 AM

EMPLOYEE         TASK     HRS      Sat    Sun    Mon    Tue    Wed    Thu    Fri   TOTAL                            CLASS       EMP
NAME             CLS      TYPE      04     05     06     07     08     09     10   HOURS                            DESCRIPTION ID

CAVENDISH, HENRY F2       REG.    0.00   0.00   0.00   0.00   0.00   3.25   0.00    3.25                            FOREMAN     0003
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

POTTER, MAC      J1       REG.    0.00   0.00   5.25   0.00   0.00   0.00   0.00    5.25                            JOURNEYMAN  0001
POTTER, MAC      J2       REG.    0.00   0.00   1.25   0.00   0.00   2.50   0.00    3.75                            JOURNEYMAN  0001
POTTER, MAC      J4       REG.    0.00   0.00   0.75   1.75   3.25   0.00  11.25   17.00                            JOURNEYMAN  0001
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

CAVENDISH, HENRY J8       REG.    0.00   0.00   2.50   0.00   0.00   0.00   0.00    2.50                            JOURNEYMAN  0003
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

POTTER, MAC      L1       REG.    0.00   0.00   1.25   0.00   0.00   0.00   0.00    1.25                            LABORER     0001
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

CAVENDISH, HENRY L1       REG.    0.00   0.00   5.00   0.00   0.00   0.00   0.00    5.00                            LABORER     0003
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\
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REPORT TOTALS ======================================================================================================================
                                 0.00   0.00  16.50   8.25  11.25   5.75  23.25   65.00

TTL SUMMARY   Reg Hours Ovt Hours Spc Hours TOTAL HOURS
                 65.00      0.00      0.00       65.00

  4 JOBS

HASH OF JOB NUMBERS:           0

Report Selection Settings ----------------------------------------------------------------------------------------------------------

JOB NUMBERS: ALL
TIME CARD DATES: 08/04/2001 TO 08/10/2001
 DEPTS SELECTED: 10 01 AB CD .  GR BK MT PR DE HP LB JY FM SU PM

PROGRAM: TMCJB2 8.5C(670)

Accessed from 4. Print Time Card Report
               4. Time Card Summary of Hours by Job

For the Week of    08/04/2001

Copyright 01/2002
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NOTE:  The following reports from Time Card History all look just like the 
corresponding report from current Time Cards (shown previously) except for the word 
“History” in their title,  and the fact that the data is drawn from the history file.  To 
save space and cost,  we have not repeated samples here.  Look at the corresponding 
samples on the preceding pages.

5.
7Sample Time Card History by Employee

REPORT NAME:  TMHEMP.PRT

5.
8Sample Time Card History by Job

REPORT NAME:  TMHJOB.PRT

5.
9Sample Time Card History by Department

REPORT NAME:  TMHDPT.PRT

5.
10Sample Time Card History Summary of Hours by Job

REPORT NAME:  TMCJB2.PRT

Note: This report is formatted for 12 characters/inch. Use your printer front panel 
to select 12 cpi.
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