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How to Use Report Writer to Create a Simple Report

Introduction

This guide teaches you to generate a simple report using report writer. In this guide, we
will show an example of creating a report that shows Employee Number, Employee
Name, Occupation and Department fields.

Step 1- Creating your Report with Report Writer

1.1 Goto Query > Report Writer create new report as shown in Figure 1.1

Payroll

Company Setup Employee Change Period
Fayroll Setup Pay [tems Lock Period
Statutory Setup E-Document Company Select
Utility Change Password Query Expert

Query Selection

I Report Wnter I
Adhoc Query

Figure 1.1 Report Writer

1.2 Click New Report to create the report as shown in Figure 1.2.

Report Writer
Catagory: | ELPLOYEE PROFILE v Table: | EMPLOYEE v S pe -
DESCRIPTION HEADING
ADDRESS 1 ADDRL
ADDRESS 2 ADDRZ
ADDRESS 3 ADDRZ
OVERSEAS ADDRESS 1 ADDRO1
OVERSEAS ADDRESS 2 ADDRO2
OVERSEAS ADDRESS 3 ADDRO3
E-LEAVE MEMBER OF ENTRY'S GROUP APPLYSTR. o
DESCRIPTION HEADING WIDTH FILTER FROM/TO DATE FROM/TO CYCLE FORMAT

Figure 1.2 New Report
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1.3 Key in the following fields:

Report Name
Report Title
Report Type

: The Name of the report (Max 8 Characters)
. Title of the Report
. Select “Tabular” for selecting data in the current period.

Select “Financial” for selecting data with a range of period.

Access Option

. Select “Shared” if other users can amend the report.

Select “Exclusive” if only your account can amend the report.

" Mew Report x
|| | Report Name: PAYROLL -
1 PAYROLL REPORT
DCiescripbion:
A
Type: | Tebular w |
Access Opkion: | Sharad W | .
SAVE | CAMCEL
Hew Report %
Report Mame: PAYROLL -
PAYROLL REPORT
DCiescripbion:
A
Type: | Financial L |
Access Opkion: | Sharad W |
Perind From | 202001 v
Perind To | 202005 v
-
SAVE | CAMCEL |

Figure 1.3 Tabular Report and Financial Report
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1.4 Use the search field to search for the details that you need for the report and click
on the required data to add into the report as shown in Figure 1.4.1

Report Writer
Category: | ELPLOYEE PROFILE v Table: | ELFLOVEE v | Seare: employes| |
DESCRIPTION HEADING
EMPLOYEE PERCENT VOLUNTARY FUND EE VOLNTRY FUND
EMBLOYEE EMAIL ADDRESS. EMAIL AC NO
EMPLOYEE ALIAS EMP ALTAS
EMPLOYEE NAME EMP NAME
EMPLOYEE NATIVE NAME EMP NATIVE NAME
| EMBLOYEE 1D I EME NG
Selected report : EMPLOYEE1(EMPLOYEE LIST)
newreport || swemeport || mepomTusT || prEvIEW ReroRT | RE-SORT SAVE AS
DESCRIPTION HEADING WIDTH FILTER FROM/TO ovaE FORMAT

Figure 1.4.1 Search Field

Once selected, the fields will appear in the table below as shown in Figure 1.4.2

Report Writer
Categary: | ELPLOYEE PROFILE v Tabe: | EnPLOVEE v Searsn:| Type to search here
DESCRIPTION HEADING
ADDRESS 1 ADDRL
ADDRESS 2 aDDR2
ADDRESS 3 ADDR3
OVERSEAS ADDRESS 1 ADDROL
OVERSEAS ADDRESS 2 ADDROZ
OVERSEAS ADDRESS 3 AD0ROE
E-LEAVE MENBER OF ENTRY'S GROUP APRLVSTR
Selected report : EMPLOYEE1(EMPLOYEE LIST)
el el el e e | B
DESCRIPTION 'HEADING ‘WIDTH FILTER FROM/TO CYCLE FORMAT
« [ FwpoveeD EMP NO 12 v [5]
vV B mwowee Eryvere w0 - T
O B S G = = <] &
« [ DeparTMENT DEPARTMENT CODE 12 Coce v ]

Figure 1.4.2 Selected Fields

Field editing can be activated by clicking on the selected field as shown in Figure

1.4.3.

Selected report : EMPLOYEEL(EMPLOYEE LIST)
MEW REPORT I SAVE REPORT I REPCORT LIST I PREVIEW REPORT RE-SORT Field Edit -
DESCRIPTION HEADING -
Description: OCCUPATION
4 1 kMPLO\"EE e EMP NO
Heading OCCUPATION CODE
< 2 EMPLO\’EE NAME EMP NAME
Field Width 12
v B becuparon OCCUPATION CODE e
< 4 bEPﬂRTM ENT DEPARTMENT CODE
Code Filtar: Code
Description
Code & Description
-
SAVE | CLOSE

Figure 1.4.3 Edit Field
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1.5 After selecting all the required fields, click Save Report > Preview Report and you
will be prompted with various selection. Proceed to generate report by clicking on
OK as shown in Figure 1.5

Selected re - FMPLOYEE1{ EMPLOYEE uwmlr!

HEW REPORT SAVE REPORT I REPORT LIST l PREVIEW REFPORT RE-20RT SANVE AS
DESCRIPTION HEADING WIDTH
L 4 1 IEH PLOYEE ID EMP NO 12
L 2 IEMF'LDYEE MNAME EMP NAME 1)
L 4 3 bCCU FATION QCCUPATION CODE 12
L 4 bEP.-’-‘-F'.Tr-'I ENT DEPARTMENT CODE 12
Preview Report e |
Pariod 202005 b Bl
Report Mame: EMPLOYEEL b
r— Select Pay Cycle
End Month [ winsk 1 [ ek 4
[ mid Manth O vieek 2 (O wieek 5
[ =pecial Peries [ wieek =
[ Bonus Pericd
— Group By Page By
1st Group By | “ | New Page 1 | |
2nd Group By | [ | Wew Page 2 | |
3rd Group By | [ | New Page 2 | |
4th Growp By | o | New Page 4 | |
— Sort By
1st Sort By | o |
Znd Sort By | o | -

Figure 1.5 Preview Report
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1.6 A preview of the report will be generated, and you may save a copy of the report by
selecting the format as highlighted in Figure 1.6.

F AL
TIMES PTE LTD
REPORT : FOR PERIOD MAY 2020

REPORT TITLE : EMPLOYEEL(EMPLOYEE LIST)

Drint Data - 31/53/2020 11:08-38 BM

CYCLE : End Month UsarID : SUPPORT
EAF NO EMP NAME OCCUPATION CDEPARTMENT CODE
0049 MANDY WONG ADMIN-EXEC ~ ADMIN
1002 ISSAC ANG BARTNER CAD

B Reportpdf A ‘

Figure 1.6 Download Report

1.7 To view or generate existing report, click on Report List and select form the
dropdown as shown in Figure 1.7.

——OVERSERS ADDRESS 3 =
E-LEAVE MEMBER OF ENTRY'S GROUP Eerceiy % | i
Selected report: EMPLOYEE1(EMPLOYEE LIST) Raport Mame:
MNEW REPORT I SAVE REPORT REPORT LIST I I PREVIEW REPORT RE-S0ORT
DESCRIPTION HEADING Description:
¢ | EMPLOVEE ID EMP NO
& |2 MPLOVEE NAME EMP NAME
v 2 becupaTion OCCUPATION CODE #ecess Option:
o |4 EPARTMENT DEPARTMENT CODE EELIST O
o |_ EMERGENCY CONTACT |
~ EMP1 -
FREE FIELD -

Figure 1.7 Report List

- End -
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