TIMES PAY 8.0 Indo TIMES SOFTWARE PTE LTD
APPENDIX C

Exporting A Standard Report To Excel, PDF etc.....

If the user wanted to export any of the standard report (e.g. Payroll Department Report in the
Internal Reports, Pay History Report or any other reports) to excel these the are following steps:-

Intermal Reports 4 Bayroll Department Feport
External Reports 4 Payroll Cost Centre B eport
STEPS: M anagement Reports 4 TTD Departmental Report
1) Select the Payroll Reports and Internal Adwance Management Reports  # 1D Cost Centre Repart
Reports Option. Buick Employee List 3 Pay-Slip 3
Leaves Reports 3 i
Graphical Analysis LCareer Progreszion
2) Choose the standard report you want to Giass R
. rozz Fate Pay Repart Employes Data Repaorts 4
export. E'g' Pay HlStOI‘y Report. MHS5F Report Allowance ¢ Deduction 3
Hire Confirm Listing MWPL/AShift/OT /Rest-day  »
Quick Search by Dates Fepart Code Table 3
Auta Prampting B eport Bank Listing
Mail Merge CFE Max Feport
Label |

& Print Dialog for Employee History Report  [H[=] E3

3) Select the correct pay cycle and the rest of the
) _ pay ¢y FramPeriod  |00101 =|7o  [eo0ios =
options for the report. ~Select Pay Cycle
Cycle ¢ Micd Manth
) i End Marth
4) Click on the Process button to generate the Pay @ Sl o
R F Bonus Perod |ciyded Special [
HlStOI'y Report. (:. :.1?['1' Eﬁgﬂénd Ineiuded Bonus T
—Print By
R Pay History Roport % By Employee

& @EE [Fz 9«4 » b Ciose

i By Departmert
i By Cost Centre
i By Whaole Company
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PAV HISTORY BY EMPLOYEE FROM PERIOD 200001 Ta 200012 Date  : 30052001

Query 1 AL plus Emp 901 T2 Emp IRE Userid  MASTER
AL plue Eme P RS mployee lm ~| [FrRO -
Employee's code : 003 ( ANITAY Hired Date : 01/12/1938
Department - ADMIN { ADMINISTRATION DEPARTMENT ) Gcoupation + EXEC epartment 200 - SLPP -
cerTax san ren e sor vy s sus ToTAL
T Tmm TmE  Tmn T  Tmw amw  Tamo st Centre |COST1 =l uone El
Gross e Vmem  fzeos 120000 1a000 {0 tammo  rzmo
CPF Wages Vhen  imeos 120000 1a000n (a0t damoo 7m0
Crpioyes CPF Ganwn Gaos  ae0m0  awon a0 e e
et Py smn  smoo o0 sy aswos o sreaoo
Erpioyer CFF 000 X e Mew pags for second half ? I
T 2o samn s o cead e eam  2meen
CPF ondnary wages izese  lmeos 120000 1300 1a0m  fawoo 7m0
serrax i g s o e Do 7o TOTAL
ToraT e Sy THRE VAo TEES VAN AR TEGE  HAwE
BONUS * Az o000 0.00 0.00 0.00 1.200.00 0.00 1,200.00 Sorted by Employes Mame 7 p
ross iages mes oo 12000 1a0000  reno o0 1eno0o
GPF ages Vrem iz 120000 120000 200 et 1enono
Erpioyes CPF Ganin  adon 2000 Gd0n 0t a0 cemo

Process I E xit

5) Click the printer icon on the top left of
the report. > &b IE E [s= 14 4 |1
I
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. . . . Name: 55 HP Lasenet ~ Propetties
6) When the user click on printer icon, the print o I = :
: Where: LPT1
screen will appear. —— —
’76‘ All ’7 Mumber of gopies 1 =
¢ Current Page —_—
7) Put a tick on the ‘Print to File’ option and  —# ~Frirt ta File e
13 . b
select ‘Excel File’or PDF for the type of file Tupe: Snchive File 5= =
and where to store the file. T —— B
Where: | Text File
Feport Ermulation Text File g |
Latuz File -
[Cuattro File B concel |

[Eraphic File

8) The user can choose to save the report name according —I
to the name they want by selecting the button next to the file name to be T
saved.

Once user click on the button to be saved, user = ... i [ 3 My Documerts | il
will be able to see the Save As window where = My Pictros SYoarrr

they can type in the File name of the file. Jz:::anwa

(e.g. PayHistory.xls) Ly

send
Supp2k03_Staff_rating

File hame: IF’ayHistory Save I
Save as bype: IExceI files j Cancel |

9) User can then proceed on to open the file in Excel , PDF format.
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