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Report Writer 
 

Report Writer is a powerful, robust and flexible report generator built into TIMES PAY.  The Report 

Writer generates report by pay period: 

 

 

REPORT GENERATOR 

 

TIMES PAY Report Generator provides the user with a  

quick and efficient way to tailor-build reports to the  

specific needs of your payroll reporting. 

 

To create a custom report: 

 

STEPS: 

1) Click the Report Writer icon. 

2) Choose Report Generator. 

 

 

3) Click the New button to add a new custom report. 

4) Enter a name and the report 

title for the new report.  

5) Choose the preferred report 

type. Such as Tabular or 

Financial. 
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6) Double-click the field no. to enter the field into the first column of the report. 

 

 

 

 

 

To search for a specific field by field name: 

- Click the field name and enter the search criterion. 

EXAMPLE: 

Click the Description field and enter “emp”. 

 

Double-click the field no. to insert it  

into the current column. 

 

 

 

 

 

 

7) Insert the desired fields into their    

  respective columns. 

 

 

The list box on the right 

contains fields from Update 

Employee 

The list box on the left contains 

fields from Modify Pay Record. 
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For example, the following is a sample custom report. 

 

To clear a column assignment, enter “0” in the column. 

If you choose report type: Financial, then enter the period for all 

transaction field from modify pay record example:  

From #:  200501 

To #:   200508               

  

 

Tip: Double-click the From/To cell to select a  

pay period from a list. 

 

 

Below is an example: 

 

To delete a column – press the F4 function key. 

To insert a column – press the F3 function key. 

 

The user may click the Preview button to preview the report. 

 

Notes: 

If you need to assign a field column as a sort key, you will need to set its field width to zero. 

 

Double-click column one, set the field width to zero.  
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Note: 

You may choose to sort by first column provided 

you have already assigned the first column as the 

sort key. 

 

 

 

 

 

 

 

 

Sample report 

 

 

 

 

NOTE: 

The Print Preview may be set to 

work from a query as shown on the right. 

 

 

 

 

 

8) Click the Save button to save the 

new custom report. 

9) Click the Close button to exit Report 

Writer. 
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ENHANCEMENT FOR REPORT WRITER (Add two internal sorting column)   
 

 

1)  Field 1 (No 1)     - Employee Code 

2)  Field 2 (No 2)     - Employee Name    

3)  Field 3 (No 295) – Employee’s CPF    

4)  Field 4 (No 296) – Employer’s CPF      

5)  Field 5 (No 297) – Total CPF 
 

OUTPUT PREVIEW WITHOUT FIRST OR SECOND COLUMN SORT 

 

STEPS: 
 

1) Click the Save and   

Preview button.   

 

2) From the Print Report   

Parameter, for example 

Sort report by Department 

and do not 

Sort by First Column 

      Or Second Column 
 

3) Click the Go button to  

Preview the output.   
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TIMES PAY generates a preview of the custom report as shown below: 

 

From the report above, shown that this report sort by 2 group, one is Sales 
Group and Another one is Supp Group and auto sort by Employee Name. 
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OUTPUT PREVIEW WITH FIRST / SECOND COLUMN SORT 
 

STEPS: 

 
1)  Click the Save and   

Preview button. 

 
2)  Click the Save and   

Preview button. 

 

3)  From the Print Report  
      Parameter, for example 

Sort report by Department 
and Sort by First Column 

with employee’s CPF 
 

4) Click the Go button to  

      Preview the output 

 

 

 

 

 

   TIMES PAY generates a preview of the custom report as shown below: 

 

 

Sort Report EE CPF 
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NOTE:  If Mid and End Month option is selected, the user may choose to include either Special 

Period/Bonus Period records. 

 
 
 

 

 

 

 

 

Report may be sorted by a user defined key either ascending /descending. 

 

 

 

 

 

 

 

To set up the preferred paper size: 

 

STEPS: 
 

1) Click the printer dialog icon      

to display the print dialog 

2) Click the Properties button. 

 

 

 

 

 

 

 

3) On the Paper tab, select the 

desired paper size for the 

user-defined/default printer 

type. 

(Example: HP LaserJet 6L) 

4) Click the OK button to exit 

the Properties dialog. 

5) Click the OK button to exit 

the print dialog. 

 

 

 

A report may be generated as: 

- Detailed report 

- Summary report 

And it may be grouped by sub-total. 
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Report Writer provides four  

output options as shown on  

the right. 

 

Preview:  Preview report before printing. 

Printer:  Send the report to the assigned printer. 

Export:  Export the report as a delimited text file, excel or PDF file 

File:   Export the report as a formatted text file. 

Clipboard: Export the report to the Windows clipboard. (Sharing of data with other 

applications.)  

 NOTE: This option works in conjunction with the Preview option.  

                     i.e Preview option should also be ticked. (See Appendix C) 

 

To preview a custom report: 

 

STEPS: 

1) Click the Report Writer icon. 

2) Choose the Custom Report. 

 

 

 

 

 

 

 

3) Choose a report from the Report Name 

Combo box. 

 

To set the report font size, 

set the character size field 

 

4) Choose the preferred ouput  

destination. 

 

 

 

 

 

5) Click the Go Button. 
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Sample report in preview Window. 

 

 

 

     


