Payroll

R. Reports Menu: 9. Employee Listing
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Click on “R. Reports Menu” off the Main Menu and the following window will appear:
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Period 7 Otr 1 January

[T Detail

2. Payroll register

3. Check register

4. Check warrant report

5. Cashed checks report

6. Dutstanding Checks

Check Mismatch Report

Labor accounting

' _qﬁhﬁﬁﬁn 01 Payroll (Version - 7.7g): Reports Menu

Employee listing

EMployee Wage summary |

. Employee tax summary

. Employee deduction report
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. GIL posting register

Im

. AIP posting register

E. Mailing labels

G. Accrued time report

H. Life insurance report

. Tax file report

J. Tax deposit report

K. Federal form 241

L. State withholding report

M. State unemployment report

N. Preprinted tax forms

0. Process W-2s

P. Paytypes Report

Q. Tax Summary Report

R. Payroll GL Distribution

5. AP Vendor Distribution

T. Worksite Report

Z. Custom Reports and Routines

Q. Caﬁcel

Click on “9. Employee listing” on the Reports Menu and the following window will appear:
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Employee Listing

Employes Cisting

[+ -
v ||

1. Individual: Click on this option if you want to have this report be for an Individual
employee.

2. Department: Click on this option if you want this report to be for all employees in a
single Department.

3. All: Click on this option if you want this report to be for All employees.

Refer to the section below that relates to your choice.
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Individual
If you chose “Individual” the following window will appear:

Range o [ Departmert LAl

]
Employee # 1 Find

Order '+ Emplayee | Department ( Birthcay ( HireDate ( Mame ( wWaork Comp Cade
v | |
Format 20 Summary 3+ Detail

| Show Social Security Mumber 4

Preview 5 Print 6 File 7 Cancel 8

1. Employee #: Select the individual employee to report when the range option is set to
individual.

2. Format: Summary: Summary format includes employee number, name, address, social
security number, phone number, workers compensation code, birth date and hired date.

3. Format: Detail: Detail format includes all information on the “Personal” tab in “6.
Employee Maintenance” and selected information from the “Deduction” and “Paytypes”
tabs. The entire “History” tab is printed.

4. Show Social Security Number: Click to check this option and have this report show the
Employee’s Social Security Number.

5. Preview: Click this button to preview this report. Refer to GENERAL PREVIEW for
more information.

6. Print: Click this button to print this report. Refer to GENERAL PRINTING for more
information.

7. File: Click this button to save this report on this computer. Refer to GENERAL FILE for
more information.

8. Cancel: Click “Cancel” to cancel and return to the previous menu.
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Department
If you choose “Department” the following window will appear:

[ mployee Listing .-@w

Range O Individusl I+ Department! |

Employee #
Department 1
4 & [i]

T
Order 2 '+ Employee © Department © Birthday { Hite Date O Mame ( wark Comp Code

8 v Active | Inactive @ | Terminsted 10
FoxPro Fiter Expression  Mew | Edit | Delete |

11 ~|

Format 120 Summary 13 0% petail
| Show Social Security Mumberl 4

Preview 15 Print 16 File 17 Cancel 18

1. Department: Enter a department code that has been assigned to the group of employees
to report.

2. Order: Employee: Display by employee number.

3. Order: Department: Display by department number then employee order.
4. Order: Birthday: Display in order of date of birth.

5. Order: Hire Date: Display in order of date of hire.

6. Order: Name: Display in order of employee last name then first name.

7. Order: Work Comp Code: Display in order of the workers compensation code assigned
to the employee.

8. Active: Select this to include active employees.

9. Inactive: Select this to include inactive employees.

10. Terminated: Select this to include terminated employees.

11. FoxPro Filter Expression: A conditional reporting expression developed with NEMRC

support. This evaluates information to determine if the employee should be included in
the report. Contact NEMRC support to learn more about this option.
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. Format: Summary: Summary format includes employee number, name, address, social

security number, phone number, worker s compensation code, birth date and hired date.

Format: Detail: Detail format includes all information on the “Personal” tab in “6.
Employee Maintenance” and selected information from the “Deduction” and “Paytypes”
tabs. The entire “History” tab is printed.

Show Social Security Number: Click to check this option and have this report show the
Employee’s Social Security Number.

Preview: Click this button to preview this report. Refer to GENERAL PREVIEW for
more information.

Print: Click this button to print this report. Refer to GENERAL PRINTING for more
information.

File: Click this button to save this report on this computer. Refer to GENERAL FILE for
more information.

Cancel: Click “Cancel” to cancel and return to the previous menu.
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All

If you choose “All” the following window will appear:

[ mployee Listing .-@w

........

Range O Individual [ Department (o 2h:

Employee # 4 ........

1 2 3 4 S G
Order '+ Emplayee | Department ( Birthcsy O HireDate ( Mame ( wWaork Comp Cade

Tlv active | Inactive g | Terminated 9
FoxPro Fiter Expression  Mew | Edit | Delete |

10 ~|

Format 117 Summary 12+ Detail
| Show Social Security Mumber 13

Previewl4 Print 15 File 16 Cancel 17

1. Order: Employee: Display by employee number.

2. Order: Department: Display by department number then employee order.
3. Order: Birthday: Display in order of date of birth.

4. Order: Hire Date: Display in order of date of hire.

5. Order: Name: Display in order of employee last name then first name.

6. Order: Work Comp Code: Display in order of the workers compensation code assigned
to the employee.

7. Active: Click to check this option and have this report include active employees.
8. Inactive: Click to check this option and have this report include inactive employees.

9. Terminated: Click to check this option and have this report include terminated
employees.

10. FoxPro Filter Expression: A conditional reporting expression developed with NEMRC
support. This evaluates information to determine if the employee should be included in
the report. Contact NEMRC support to learn more about this option.
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Format: Summary: Summary format includes employee number, name, address, social
security number, phone number, worker s compensation code, birth date and hired date.

Format: Detail: Detail format includes all information on the “Personal” tab in “6.
Employee Maintenance” and selected information from the “Deduction” and “Paytypes”
tabs. The entire “History” tab is printed.

Show Social Security Number: Click to check this option and have this report show the
Employee’s Social Security Number.

Preview: Click this button to preview this report. Refer to GENERAL PREVIEW for
more information.

Print: Click this button to print this report. Refer to GENERAL PRINTING for more
information.

File: Click this button to save this report on this computer. Refer to GENERAL FILE for
more information.

Cancel: Click “Cancel” to cancel and return to the previous menu.
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