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15.
1Module Overview

The Display/Print Payroll Reports option allows you to send the most recent version
of a report to one of your printers, or to view the report on your workstation screen.
This option assumes, of course, that the report you attempt to view HAS previously been
run. In displaying reports on your workstation screen, adjustments necessary for extra
wide reports (132 columns) automatically are made, and re-set as you finish.

15.
1 The Payroll Reports Screen
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The screen shown above is the Payroll Reports Screen. It lists all of the reports

that are produced by the Omni Payroll system. This is the main selection screen of the
option #14. Display/Print Payroll Reports.

15.

2Procedure for Display/Print Payroll Reports

1. From the Payroll Main Options menu, select #14. Display/Print Payroll
Reports. Press [ENTER].

2. You will see the Payroll Reports screen (shown above).

3. Enter the number of the REPORT which you wish to print or view on your
workstation screen.

4, If the report is not found, a message will be given and you must press
[ENTER] to enter another report #.

5. When you select an existing report, vyou next will see the printer selection
screen.

ETTHER:
Type the number (choices #1 through #4) of the printer you wish to use
for the report. Press [ENTER]. The report will print on the chosen
printer. You will return to the Payroll Reports screen.

OR:
Choose #5. Terminal to display the report on the workstation screen.
The computer will set your terminal to 132 column mode. You will be

prompted to press [ENTER] to continue. The first page of the report
will be displayed. At the bottom of the screen will be the prompt:

<CR> to continue, <Q> to quit [

Press [ENTER] to see the next page of the report or press [Q] to quit
viewing the report.

6. When you exit display of a report, the computer will set your terminal back
to 80-column mode. You will be prompted to press [ENTER] to continue.

7. You will return to the Payroll Reports screen.

8. To return to the Payroll Main Options menu, press [ESC] (or press the Left
Arrow key) .

A sample of each of these reports is contained at the end of the chapter of this

manual that discusses the corresponding option.
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