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Print Payroll History

Chapter
Twelve

PRINT PAYROLL
HISTORY

12.
1Module Overview

When you choose #11. Print Payroll History from the Payroll Main Options menu,  you 
come to the menu shown above.  This menu allows you to print various reports from the 
employee payroll history. 

These reports generally are organized as each title suggests,  finally with 
transactions in chronological order showing the history of all payments and deductions 
along with check numbers.  These reports may be printed at any time,  as often as you 
wish.
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(Your Company Name)                                                  7.9F(###)
Payroll History Reports

Which report do you want to print?  █__    

  1 - Payroll History Earnings Report
  2 - Payroll History Hours Report.
  3 - Payroll History Earnings/Tax Register
  4 - Payroll Summary By Employee Class
  5 - Payroll Summary By Employee Department
  6 - Payroll History Company Expenses Report
  7 - Payroll History Deductions Report

 (User defined PRSYS deductions)
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NOTE:  We STRONGLY advise that you DO NOT purge this history 
file,  it is a valuable reference.

12.
1 Responses to Print Payroll Reports Menu

To select an option,  type the number that appears to the left of the option 
explanation.  Press any of the keys that are equivalent to [ENTER].  See Chapter One, 
"Instructions for Entering Information".

To return to the Payroll Main Options screen,  press [END],  the Left Arrow key,  or
[ESC].

12.
2Procedure for #1. Payroll History Earnings Report

1. From the Payroll Main Options menu,  select #11. Print Payroll History.  Press
[ENTER].

2. From the Payroll History Reports menu,  select #1. Payroll History Earnings 
Report.  Press [ENTER].

3. You will see the prompts:

Please enter starting date ...
Please enter ending date

In both cases, enter the date in the usual MMDDCCYY format.

Enter the Starting Date of the history you wish to retrieve.  Press [ENTER].  
Then enter the Ending Date of the history you wish.  Again, press [ENTER].

Respond to the usual ANY CHANGE ? prompt to verify/change your entries.

4. Select the printer you wish to use for this report.  If you choose to just 
save the report for later printing,  it will be saved in file PRHRPT.PRT.  In 
the future,  you may retrieve the report by Selecting option #14. 
Display/Print Payroll Reports from the Payroll Main Options menu.

5. You will see the prompts:

Please enter starting employee   ...
Please enter ending employee

[ENTER] alone selects "ALL" employees.  
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OR:
Enter the starting employee number.  Press [ENTER].
Enter the ending employee number.  Press [ENTER].

For a selection of employees,  give the lowest employee number as starting 
number and the highest one as ending number.  For a report on a single 
employee,  make that employee number both the starting AND ending number.

6. Respond Y(es) to the ANY CHANGE ? prompt to re-enter the starting and ending 
employee numbers.  Respond N(o) (the default response) to accept your entries 
and continue.

7. If you choose NOT to select ALL for the report,  there will be a brief pause, 
and you will return to the prompt:

Please enter starting number   ...

You may repeat the selection of starting and ending employee numbers as many 
times as needed to get all the history you wish on this report.

When you are all finished requesting history reports,  press [ESC] at the  
Starting number  prompt.

8. On the bottom of your screen you will see:

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

Respond Y(es) to preview the report on your workstation screen.  See Chapter 1
of this manual for an explanation of the options to help you view long or wide
reports.  When finished viewing the report,  press [ESC] to return to the  
Display to SCREEN?  prompt.  

Respond N(o) to continue.

9. The bottom right of your screen will change to the prompt:

Print file?  ..

The default value here is Y(es).  The report will be produced on the chosen 
printer.

Respond N(o) to avoid printing of the report.

10. You next will see the prompt:

Do you wish to purge the payroll history file ? ..

The default value here is N(o).

WARNING:  We recommend that you DO NOT purge the payroll history file.
Doing so will destroy one of your most valuable resources for reviewing salary
trends in your company,  for resolving salary disputes,  and any other matters
that require an accurate view of the past.

Copyright 01/2002
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11. If you respond Y(es) to the  Do you wish to purge ....  prompt,  you next will
see the prompt:

Thru what date ?  ......

Press [ESC] (or press the Left Arrow key) if you do not want to purge the 
history file.

Enter the most recent date of the transactions you wish to purge.  Use the 
usual MMDDCCYY format.  Press [ENTER].

12. You are asked  Are you sure ?   Answer Y(es) or N(o).  Default on [ENTER] is 
N(o).

Answer N(o) and you return to the  Do you wish to purge the payroll history 
file ?  prompt.

Answer Y(es) and you continue with the purge of the Payroll History file.

13. Some processing will occur.  You will return to the Payroll Main Options menu.

12.
1 Sample of Payroll History Earnings Report

REPORT NAME:  PRHRPT.PRT

RUN DATE: 30-OCT-01                      (Your Company Name)                                                         PAGE   1

Payroll History Report 7.9F(###)

For the period  01/01/01  TO 10/30/01

-----CHECK------       GROSS    OTHER-$       FICA       MCAR        FWT        SWT        SDI        CWT       TEMP         LOAN
 NO      DATE                  SV-BOND       401K        ROA   CAFE PLN   INSURANC        AUTO  NON-CASH   GARNISH     NET-PAY

EMPLOYEE:  0001   POTTER, MAC

003517 01/14/01     1,320.09      56.00      81.85      19.14     234.27      39.60       0.00       0.00       0.00         0.00
                                  0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00    1,001.23
003530 01/28/01     1,320.13     212.80      81.85      19.14     234.28      39.60       0.00       0.00       0.00         0.00
                                  0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00    1,158.06
003556 02/11/01     1,320.06     103.60      81.84      19.14     234.26      39.60       0.00       0.00       0.00         0.00
                                  0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00    1,048.82

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

001234 09/16/01       660.03       0.00      40.92       9.57      84.15      19.80       0.00       0.00       0.00         0.00
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                                  0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00      505.59

  19   EMPLOYEE   24,421.95   1,105.22   1,514.18     354.09   4,301.11     732.60       0.00       0.00       0.00         0.00
CHECKS   TOTALS:                   0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00   18,625.19

EMPLOYEE:  0003   CAVENDISH, HENRY

003518 01/14/01     1,212.03       0.00      75.15      17.57     151.24      34.05       0.00       0.00       0.00         0.00
                                  0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00      934.02

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

01237 09/16/98       372.04       0.00      23.07       5.39      19.17      11.16       0.00       0.00       0.00         0.00
                                  0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00      313.25

  19   EMPLOYEE   11,926.03     481.20     739.43     172.91   1,078.71     357.74       0.00       0.00       0.00         0.00
CHECKS   TOTALS:                   0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00   10,058.44

  76   GRAND      82,245.73   2,823.41   5,099.31   1,192.49   9,964.10   2,401.51       0.00       0.00     125.00         0.00
CHECKS  TOTALS:                    0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00   66,286.73
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12.
3Procedure for #2. Payroll History Hours Report

1. From the Payroll Main Options menu,  select #11. Print Payroll History.  Press
[ENTER].

2. From the Payroll History Reports menu,  select #2. Payroll History Hours 
Report.  Press [ENTER].

3. You will see the prompts:

Please enter starting date ...
Please enter ending date

In both cases, enter the date in the usual MMDDCCYY format.

Enter the Starting Date of the history you wish to retrieve.  Press [ENTER].  
Then enter the Ending Date of the history you wish.  Again, press [ENTER].

Respond to the usual ANY CHANGE ? prompt to verify/change your entries.

4. Select the printer you wish to use for this report.  If you choose to just 
save the report for later printing,  it will be saved in file PRHRP2.PRT.  In 
the future,  you may retrieve the report by Selecting option #14. 
Display/Print Payroll Reports from the Payroll Main Options menu.

5. You will see the prompts:

Please enter starting employee   ...
Please enter ending employee

[ENTER] alone selects "ALL" employees.  

OR:
Enter the starting employee number.  Press [ENTER].
Enter the ending employee number.  Press [ENTER].

For a selection of employees,  give the lowest employee number as starting 
number and the highest one as ending number.  For a report on a single 
employee,  make that employee number both the starting AND ending number.

6. Respond Y(es) to the ANY CHANGE ? prompt to re-enter the starting and ending 
employee numbers.  Respond N(o) (the default response) to accept your entries 
and continue.

7. If you choose NOT to select ALL for the report,  there will be a brief pause, 
and you will return to the prompt:

Please enter starting number   ...

You may repeat the selection of starting and ending employee numbers as many 
times as needed to get all the history you wish on this report.

When you are all finished requesting history reports,  press [ESC] at the  
Starting number  prompt.

Ver. 9.0
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8. On the bottom of your screen you will see:

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

Respond Y(es) to preview the report on your workstation screen.  See Chapter 1
of this manual for an explanation of the options to help you view long or wide
reports.  When finished viewing the report,  press [ESC] to return to the  
Display to SCREEN?  prompt.  

Respond N(o) to continue.

9. The bottom right of your screen will change to the prompt:

Print file?  ..

The default value here is Y(es).  The report will be produced on the chosen 
printer.

Respond N(o) to avoid printing of the report.

10. Some processing will occur.  You will return to the Payroll Main Options menu.

Copyright 01/2002
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12.
1 Sample of Payroll History Hours Report

REPORT NAME:  PRHRP2.PRT

RUN DATE: 30-OCT-01                     (Your Company Name)                                                         PAGE   1

Payroll History Hours Report 7.9F(###)

For the period  01/01/01  TO  09/30/01

-----CHECK------       REGLR    OVRTIME        VAC       HOL         PHO        SPC
 NO      DATE

EMPLOYEE:  0001   POTTER, MAC

003517 01/14/01        72.00       0.00       0.00       8.00       0.00       0.00
003530 01/28/01        80.00       0.00       0.00       0.00       0.00       0.00
003556 02/11/01       80.00       0.00       0.00       0.00       0.00       0.00
003575 02/25/01        80.00       0.00       0.00       0.00       0.00       0.00
003610 03/25/01        80.00       0.00       0.00       0.00       0.00       0.00

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

003802 09/09/01         0.00       0.00      80.00       0.00       0.00       0.00
001234 09/16/01        32.00       0.00       0.00       8.00       0.00       0.00

  19   EMPLOYEE
CHECKS   TOTALS:    1,334.00       0.00     106.00      40.00       0.00       0.00

EMPLOYEE:  0003   CAVENDISH, HENRY

003518 01/14/01        64.00       0.00       8.00       8.00       0.00       0.00
003531 01/28/01        80.00       0.00       0.00       0.00       0.00       0.00
003557 02/11/01        80.00       0.00       0.00       0.00       0.00       0.00
003576 02/25/01        72.00       0.00       8.00       0.00       0.00       0.00
003593 03/11/01        80.00       0.00       0.00       0.00       0.00       0.00

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

003779 08/26/01        80.00       0.00       0.00       0.00       0.00       0.00
003805 09/09/01        80.00       0.00       0.00       0.00       0.00       0.00
001237 09/16/01        40.00       0.00       0.00       8.00       0.00       0.00

  19   EMPLOYEE
CHECKS   TOTALS:    1,368.00       0.00      80.00      40.00       0.00       0.00

  76   GRAND       5,341.44       0.00     250.00       0.00     160.00       0.00
CHECKS

Ver. 9.0
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12.
4Procedure for #3. Payroll History Earnings/Tax Register

1. From the Payroll Main Options menu,  select #11. Print Payroll History.  Press
[ENTER].

2. From the Payroll History Reports menu,  select #3. Payroll History 
Earnings/Tax Register.  Press [ENTER].

3. You will see the prompts:

Please enter starting date ...
Please enter ending date

In both cases, enter the date in the usual MMDDCCYY format.

Enter the Starting Date of the history you wish to retrieve.  Press [ENTER].  
Then enter the Ending Date of the history you wish.  Again, press [ENTER].

Respond to the usual ANY CHANGE ? prompt to verify/change your entries.

4. Select the printer you wish to use for this report.  If you choose to just 
save the report for later printing,  it will be saved in file PRHREG.PRT.  In 
the future,  you may retrieve the report by Selecting option #14. 
Display/Print Payroll Reports from the Payroll Main Options menu.

5. You will see the prompts:

Please enter starting employee   ...
Please enter ending employee

[ENTER] alone selects "ALL" employees.  

OR:
Enter the starting employee number.  Press [ENTER].
Enter the ending employee number.  Press [ENTER].

For a selection of employees,  give the lowest employee number as starting 
number and the highest one as ending number.  For a report on a single 
employee,  make that employee number both the starting AND ending number.

6. Respond Y(es) to the ANY CHANGE ? prompt to re-enter the starting and ending 
employee numbers.  Respond N(o) (the default response) to accept your entries 
and continue.

7. If you choose NOT to select ALL for the report,  there will be a brief pause, 
and you will return to the prompt:

Please enter starting number   ...

You may repeat the selection of starting and ending employee numbers as many 
times as needed to get all the history you wish on this report.

When you are all finished requesting history reports,  press [ESC] at the  
Starting number  prompt.

Copyright 01/2002
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8. On the bottom of your screen you will see:

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

Respond Y(es) to preview the report on your workstation screen.  See Chapter 1
of this manual for an explanation of the options to help you view long or wide
reports.  When finished viewing the report,  press [ESC] to return to the  
Display to SCREEN?  prompt.  

Respond N(o) to continue.

9. The bottom right of your screen will change to the prompt:

Print file?  ..

The default value here is Y(es).  The report will be produced on the chosen 
printer.

Respond N(o) to avoid printing of the report.

10. Some processing will occur.  You will return to the Payroll Main Options menu.

Ver. 9.0
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12.

1 Sample of Payroll History Earnings/Tax Register

Report Name:  PRHREG.PRT

RUN DATE: 15-OCT-98                     (Your Company Name)                                                               PAGE   1

Payroll History Earnings/Tax Report 7.9F(###)

For the period  01/01/2001  TO  09/30/2001

NO   NAME                       SOC-SEC-NO
BASE/REG  OVT-PAY  SPC-PAY  PHO-PAY  VAC-PAY  HOL-PAY  OTHER-$    GROSS     FICA     MCARE      FWT      SWT      SDI     CWT DEDUCT

0001  CAVENDISH, HENRY          483-12-3456
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
   0.00     0.00     0.00     0.00     0.00     0.00     0.00  1212.03    75.15     17.57   151.24    34.05     0.00    0.00   0.00
Net pay --->      934.02     Check: 003518 01/14/01
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
   0.00     0.00     0.00     0.00     0.00     0.00     0.00  1212.06    75.15     17.57   151.25    34.05     0.00    0.00   0.00
Net pay --->      934.04     Check: 003531 01/28/01
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
   0.00     0.00     0.00     0.00     0.00     0.00     0.00  1212.05    75.15     17.57   151.25    34.05     0.00    0.00   0.00
Net pay --->      934.03     Check: 003557 02/11/01
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
   0.00     0.00     0.00     0.00     0.00     0.00    97.01  1212.07    75.15     17.58   151.25    34.05     0.00    0.00   0.00
Net pay --->    1,031.05     Check: 003576 02/25/01

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

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
$0.00     0.00     0.00     0.00     0.00     0.00     0.00   537.84    33.35      7.80    37.55    13.83     0.00    0.00   0.00
Net pay --->      445.31     Check: 001235 09/16/01
------------------------------------------------------------------------------------------------------------------------------------
     0.00            0.00              0.00             97.01          1,386.04           2,760.04              0.00           0.00
            0.00              0.00              0.00         22,354.83             324.12            626.75             0.00
  19 CHECKS  Total Net Pay:  17,354.89
====================================================================================================================================
0004  MEISTER, KATE             325-12-3456
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
   0.00     0.00     0.00     0.00     0.00     0.00   156.90   730.62    45.30     10.59    72.96    21.92     0.00    0.00   0.00
Net pay --->      606.25     Check: 003520 01/14/01
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
   0.00     0.00     0.00     0.00     0.00     0.00    26.40   600.07    37.20      8.70    53.38    18.00     0.00    0.00   0.00
Net pay --->      509.19     Check: 003533 01/28/01

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

0.00            0.00              0.00          1,141.57            739.43           1,078.71              0.00           0.00
            0.00              0.00              0.00         11,926.03             172.91            357.74             0.00
  19 CHECKS  Total Net Pay:  10,058.44
====================================================================================================================================

 REPORT TOTALS:

     0.00            0.00              0.00          3,483.78          5,099.31           9,964.10              0.00         125.00
            0.00              0.00              0.00         82,245.73           1,192.49          2,401.51             0.00
Total Net Pay:    66,286.73
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12.
5Procedure for #4. Payroll Summary By Employee Class

1. From the Payroll Main Options menu,  select #11. Print Payroll History.  Press
[ENTER].

2. From the Payroll History Reports menu,  select #4. Payroll Summary By Employee
Class.  Press [ENTER].

3. Select the printer you wish to use for this report.  If you choose to just 
save the report for later printing,  it will be saved in file CLSREG.PRT.  In 
the future,  you may retrieve the report by Selecting option #14. 
Display/Print Payroll Reports from the Payroll Main Options menu.

4. You will see the prompts:

CREATE REPORT FOR:

1. Dates:
STARTING:
ENDING:

2. Employee IDs:
STARTING:
ENDING:

3. Report Type:
1-Summary Only
2-Detail

4. Totals to Print:
1-Earnings
2-Hours

5. Include Terminated Employees?

Default values are entered for each of these five report specifications. Your 
cursor is sitting at an  ANY CHANGE ?  prompt at the bottom of this screen.  
Type the number of any report specification you wish to change.  Enter the new
values,  press [ENTER] after each.

When all specifications have the values you want,  press [ENTER] alone at the 
ANY CHANGE ?  prompt.

5. You come to a Yes/No list of Employee Classes that have been defined in your 
payroll system.  This list determines whether a class will be included on the 
report.  The prompt at the bottom of the screen tells you what to do:

● Press [R] to reverse all Yes/No settings.

● Type the number of the class to change just one Yes/No setting.

● Press [E] to end selection of Employee Classes and continue.

Ver. 9.0
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6. Your screen will show processing occurring.

7. On the bottom of your screen you will see:

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

Respond Y(es) to preview the report on your workstation screen.  See Chapter 1
of this manual for an explanation of the options to help you view long or wide
reports.  When finished viewing the report,  press [ESC] to return to the  
Display to SCREEN?  prompt.  

Respond N(o) to continue.

8. The bottom right of your screen will change to the prompt:

Print file?  ..

The default value here is Y(es).  The report will be produced on the chosen 
printer.

Respond N(o) to avoid printing of the report.

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

Copyright 01/2002
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12.
1 Sample of Payroll Summary By Employee Class

Report Name:  CLSREG.PRT

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

Summary of Payroll Earnings by Employee Class 9.0(###)

DATES: 01/01/2001 TO 10/15/2001
EMPLOYEES: ALL
TIME:  1:02 PM

EMP# EMPLOYEE NAME       REGULAR   OVERTIME    SPECIAL   VACATION    HOLIDAY PD HRS OFF OTH TAXBLE OTH NONTAX  REIMBURSED  GROSS PAY
                TIPS      MEALS

====================================================================================================================================
0001 Clerical
====================================================================================================================================
0004 JOHNSON, DALE          0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00        0.00       0.00
------------------------------------------------------------------------------------------------------------------------------------
0005 MEISTER, KATE          0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00        0.00       0.00
------------------------------------------------------------------------------------------------------------------------------------
0107 Strohm, Magdele        0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00        0.00       0.00
------------------------------------------------------------------------------------------------------------------------------------
0277 INSCO, CAROLINA        0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00        0.00       0.00
------------------------------------------------------------------------------------------------------------------------------------
0981 POTTER, KAREN          0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00        0.00       0.00
------------------------------------------------------------------------------------------------------------------------------------
                     ---------- ---------- ---------- ---------- ---------- ---------- ---------- ----------  ---------- ----------
0001 Clerical               0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00        0.00       0.00
   6 EMPLOYEES
====================================================================================================================================
0003 Technical
====================================================================================================================================
0001 POTTER, MAC            0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00        0.00       0.00
------------------------------------------------------------------------------------------------------------------------------------
0003 CAVENDISH, HENR        0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00        0.00       0.00

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

===================================================================================================================================
REPORT TOTALS:              0.00       0.00       0.00       0.00       0.00       0.00       0.00       0.00        0.00       0.00

 2 CLASSES

DATES: 01/01/2001 TO 10/15/2001        SUMMARY OPTION SELECTED
EMPLOYEES: ALL                         REPORT EARNINGS
CLASSES SELECTED:
   Clerical
   Sales
   Technical
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12.
6Procedure for #5. Payroll Summary By Employee Department

1. From the Payroll Main Options menu,  select #11. Print Payroll History.  Press
[ENTER].

2. From the Payroll History Reports menu,  select #5. Payroll Summary By Employee
Department.  Press [ENTER].

3. Select the printer you wish to use for this report.  If you choose to just 
save the report for later printing,  it will be saved in file DPTREG.PRT.  In 
the future,  you may retrieve the report by Selecting option #14. 
Display/Print Payroll Reports from the Payroll Main Options menu.

4. You will see the prompts:

CREATE REPORT FOR:

1. Dates:
STARTING:
ENDING:

2. Employee IDs:
STARTING:
ENDING:

3. Report Type:
1-Summary Only
2-Detail

4. Totals to Print:
1-Earnings (P/R Register)
2-Hours (Attendance Distribution Report)
3-Gross/Taxes/Net (P/R Register)
4-System Deductions (Deductions Register)

5. Include Terminated Employees?

Default values are entered for each of these five report specifications. Your 
cursor is sitting at an  ANY CHANGE ?  prompt at the bottom of this screen.  
Type the number of any report specification you wish to change.  Enter the new
values,  press [ENTER] after each.

When all specifications have the values you want,  press [ENTER] alone at the 
ANY CHANGE ?  prompt.

5. You come to a Yes/No list of Employee Departments that have been defined in 
your payroll system.  This list determines whether a department will be 
included on the report.  The prompt at the bottom of the screen tells you what
to do:

● Press [R] to reverse all Yes/No settings.

● Type the number of the department to change just one Yes/No setting.

● Press [E] to end selection of Employee Departments and continue.
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6. Your screen will show processing occurring.

7. On the bottom of your screen you will see:

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

Respond Y(es) to preview the report on your workstation screen.  See Chapter 1
of this manual for an explanation of the options to help you view long or wide
reports.  When finished viewing the report,  press [ESC] to return to the  
Display to SCREEN?  prompt.  

Respond N(o) to continue.

8. The bottom right of your screen will change to the prompt:

Print file?  ..

The default value here is Y(es).  The report will be produced on the chosen 
printer.

Respond N(o) to avoid printing of the report.

9. You will return to the Payroll Main Options menu.
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12.

1 Sample of Payroll Summary By Employee Department

Report Name:  DPTREG.PRT

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

Dept Earnings Summary

DATES: 01/01/2001 TO 09/30/2001       3:35 PM
EMPLOYEES: ALL

EMP# EMPLOYEE NAME       REGULAR   OVERTIME    SPECIAL   VACATION    HOLIDAY PD HRS OFF OTH TAXBLE OTH NONTAX  REIMBURSED  GROSS PAY
                TIPS      MEALS

====================================================================================================================================
10
====================================================================================================================================
0001 POTTER, MAC            0.00       0.00       0.00       0.00       0.00       0.00       0.00   1,105.22    1,105.22  24,421.95
------------------------------------------------------------------------------------------------------------------------------------
0005 MEISTER, KATE          0.00       0.00       0.00       0.00       0.00       0.00     660.37     481.20      481.20  11,926.03
------------------------------------------------------------------------------------------------------------------------------------
                     ---------- ---------- ---------- ---------- ---------- ---------- ---------- ----------  ---------- ----------
TOTALS FOR DEPT 10          0.00       0.00       0.00       0.00       0.00       0.00     660.37   1,586.42    1,586.42  36,347.98
   2 EMPLOYEES
====================================================================================================================================
AB
====================================================================================================================================
0003 CAVENDISH, HENR        0.00       0.00       0.00       0.00       0.00       0.00       0.00      97.01       97.01  22,354.83
------------------------------------------------------------------------------------------------------------------------------------
                     ---------- ---------- ---------- ---------- ---------- ---------- ---------- ----------  ---------- ----------
TOTALS for dept AB          0.00       0.00       0.00       0.00       0.00       0.00       0.00      97.01       97.01  22,354.83
   1 EMPLOYEE
====================================================================================================================================
CD
====================================================================================================================================
0004 JOHNSON, DALE          0.00       0.00       0.00       0.00       0.00       0.00       0.00   1,139.98    1,139.98  23,542.92
------------------------------------------------------------------------------------------------------------------------------------
                     ---------- ---------- ---------- ---------- ---------- ---------- ---------- ----------  ---------- ----------
totals for dept CD          0.00       0.00       0.00       0.00       0.00       0.00       0.00   1,139.98    1,139.98  23,542.92
   1 EMPLOYEE
====================================================================================================================================
REPORT TOTALS:              0.00       0.00       0.00       0.00       0.00       0.00     660.37   2,823.41    2,823.41  82,245.73

 5 DEPTS

DATES: 01/01/2001 TO 09/30/2001        SUMMARY OPTION SELECTED
EMPLOYEES: ALL                         REPORT EARNINGS

 DEPTS SELECTED:
   10
   01
   AB
   CD
   *

program: dptreg 9.0(###)         From 11. Print Payroll
                                         5. Payroll Summary by Employee Department
DATES: 01/01/2001 TO 09/30/2001    3:35 PM
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12.
7Procedure for #6. Payroll History Company Expenses Report

1. From the Payroll Main Options menu,  select #11. Print Payroll History.  Press
[ENTER].

2. From the Payroll History Reports menu,  select #6. Payroll History Company 
Expenses Report.  Press [ENTER].

3. You will see the prompts:

Please enter starting date ...
Please enter ending date

In both cases,  enter the date in the usual MMDDCCYY format.

Enter the Starting Date of the history you wish to retrieve.  Press [ENTER].  
Then enter the Ending Date of the history you wish.  Again, press [ENTER].

Respond to the usual ANY CHANGE ? prompt to verify/change your entries.

4. Select the printer you wish to use for this report.  If you choose to just 
save the report for later printing,  it will be saved in file EXPRPT.PRT.  In 
the future,  you may retrieve the report by Selecting option #14. 
Display/Print Payroll Reports from the Payroll Main Options menu.

5. You will see the prompts:

Please enter starting employee   ...
Please enter ending employee

[ENTER] alone selects "ALL" employees.  

OR:
Enter the starting employee number.  Press [ENTER].
Enter the ending employee number.  Press [ENTER].

For a selection of employees,  give the lowest employee number as starting 
number and the highest one as ending number.  For a report on a single 
employee,  make that employee number both the starting AND ending number.

6. Respond Y(es) to the  ANY CHANGE ?  prompt to re-enter the starting and ending
employee numbers.  Respond N(o) (the default response) to accept your entries 
and continue.

7. If you choose NOT to select ALL for the report,  there will be a brief pause, 
and you will return to the prompt:

Please enter starting number   ...

You may repeat the selection of starting and ending employee numbers as many 
times as needed to get all the history you wish on this report.

When you are all finished requesting history reports,  press [ESC] at the  
Starting number  prompt.
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8. On the bottom of your screen you will see:

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

Respond Y(es) to preview the report on your workstation screen.  See Chapter 1
of this manual for an explanation of the options to help you view long or wide
reports.  When finished viewing the report,  press [ESC] to return to the  
Display to SCREEN?  prompt.  

Respond N(o) to continue.

9. The bottom right of your screen will change to the prompt:

Print file?  ..

The default value here is Y(es).  The report will be produced on the chosen 
printer.

Respond N(o) to avoid printing of the report.

10. You will return to the Payroll Main Options menu.
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12.
1 Sample of Payroll History Company Expenses Report

Report Name:  EXPRPT.PRT

RUN DATE: 15-OCT-01                      PAYROLL 7.0 TEST '98                                                               PAGE   1

Payroll History Company Expenses Report

For the period  01/01/2001  TO  09/30/2001

-------- EMPLOYEE ------------          401K        ROA   CAFE PLN   INSURANC       AUTO   NON-CASH    GARNISH CHK NO CHK DATE
NO  NAME

0001 POTTER, MAC                       0.00       0.00       0.00       0.00       0.00       0.00       0.00 003530 01/28/01
0001 POTTER, MAC                       0.00       0.00       0.00       0.00       0.00       0.00       0.00 003575 02/25/01

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

0001 CAVENDISH, HENRY                  0.00       0.00       0.00       0.00       0.00       0.00       0.00 003518 01/14/01
0003 CAVENDISH, HENRY                  0.00       0.00       0.00       0.00       0.00       0.00       0.00 003557 02/11/01

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

0005 MEISTER, KATE                     0.00       0.00       0.00       0.00       0.00       0.00       0.00 001237 09/16/01
------------------------------------------------------------------------------------------------------------------------------------
                                       0.00       0.00       0.00       0.00       0.00       0.00       0.00
  19 CHECKS  Total Expense:       0.00
====================================================================================================================================

 REPORT TOTALS:

                                       0.00       0.00       0.00       0.00       0.00       0.00       0.00
Total Expense:         0.00
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12.
8Procedure for #7. Payroll History Deductions Report

1. From the Payroll Main Options menu,  select #11. Print Payroll History.  Press
[ENTER].

2. From the Payroll History Reports menu,  select #7. Payroll History Deductions 
Report.  Press [ENTER].

3. You will see the prompts:

Please enter starting date ...
Please enter ending date

In both cases,  enter the date in the usual MMDDCCYY format.

Enter the Starting Date of the history you wish to retrieve.  Press [ENTER].  
Then enter the Ending Date of the history you wish.  Again, press [ENTER].

Respond to the usual ANY CHANGE ? prompt to verify/change your entries.

4. Select the printer you wish to use for this report.  If you choose to just 
save the report for later printing,  it will be saved in file PRHDED.PRT.  In 
the future,  you may retrieve the report by Selecting option #14. 
Display/Print Payroll Reports from the Payroll Main Options menu.

5. You will see the prompts:

Please enter starting employee   ...
Please enter ending employee

[ENTER] alone selects "ALL" employees.  

OR:
Enter the starting employee number.  Press [ENTER].
Enter the ending employee number.  Press [ENTER].

For a selection of employees,  give the lowest employee number as starting 
number and the highest one as ending number.  For a report on a single 
employee,  make that employee number both the starting AND ending number.

6. Respond Y(es) to the  ANY CHANGE ?  prompt to re-enter the starting and ending
employee numbers.  Respond N(o) (the default response) to accept your entries 
and continue.

7. If you choose NOT to select ALL for the report,  there will be a brief pause, 
and you will return to the prompt:

Please enter starting number   ...

You may repeat the selection of starting and ending employee numbers as many 
times as needed to get all the history you wish on this report.

When you are all finished requesting history reports,  press [ESC] at the  
Starting number  prompt.
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8. On the bottom of your screen you will see:

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

Respond Y(es) to preview the report on your workstation screen.  See Chapter 1
of this manual for an explanation of the options to help you view long or wide
reports.  When finished viewing the report,  press [ESC] to return to the  
Display to SCREEN?  prompt.  

Respond N(o) to continue.

9. The bottom right of your screen will change to the prompt:

Print file?  ..

The default value here is Y(es).  The report will be produced on the chosen 
printer.

Respond N(o) to avoid printing of the report.

10. You will return to the Payroll Main Options menu.
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12.

1 Sample of Payroll History Deductions Report

Report Name: PRHDED.PRT

RUN DATE: 13-OCT-01                      (Your Company Name)                                                               PAGE   1

Payroll History Deductions Report 7.9F(000)

For the period  01/01/2001  TO 10/13/2001

-------- EMPLOYEE -------   GARN/IR     401K      ROA CAFE PLN INSURANC     AUTO NON-CASH  GARNISH      TEMP       LOAN      TOTAL
NO  NAME                                                                                              DEDUCT    PAYMENT  DEDUCTIONS

                  TOTALS:     0.00     0.00     0.00     0.00     0.00     0.00     0.00     0.00       0.00       0.00        0.00
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