TIMES PAY 8.0 TIMES SOFTWARE PTE LTD

APPENDIX E

Exporting a Custom Report to Excel

Method A:
STEPS:

1) Click the Report Writer icon.
2) Choose the Custom Report.

Choose a report from the Report £ Print Repor

Report Mame :
Name Combo box. Sortreportby: [COPE_ |TTLE
AAL,
Select Pay Pel
" Mid Monith
&+ Encf Marth| = S

" Special Pel | EavE

T
T
" Mid and Er{ EE DATE EMPLOYEE MAIMIIMFORMATION T
T
F

" Bonus Peri NEW REP
3) Choose the preferred output coriedby:
PAYROLL | PAYROLL REPORT F

destination — select Preview & Export

Output Destination
W Preview [ Printer [ Export] [ File [ Clipboard

[Output Directory  [C:iTIMESOFT =

4) Click the Go button to preview the report as well as to export the report to the output
Directory.

Sample report in Preview Window.

TIMES SOFTWARE PTE LTD 04/11/19592 11:15:54 AM PAGE : 1
CUSTOM REFPORT : REPORT FOR THE MNONTH OF JANUARY IN FULL DETAILS
BEPORT TITLE : REFPORT RBREPORT
QUERT : ALL
EMPLOYEE CODr EMPLOYEE NAME EBAZE DAY PATD WAGE$
ool AMELIA EENZON F000. 00 000,00
ooz EENZ0N LEE 1000, 00 1000, 00
aoz CHARLIE PANG Eoe0._ 00 Eos0_ 00
a04 CHEISTOPHER LEE 700,00 7o00.00
ook Z0E TAY 42E0. 00 435000
a0s JAMEE LYE 1000. 00 100000
aoz JEAN LEE EZz.00 Ezz.00
aos ANN EOE 970,00 270.00
alo LEE NAN XIN 1000, 00 1000, 00
o1l LINGO 11 &s0. 00 Es0._00
a1z LEE HUI LUEE, MNANCT ELo0. 00 ELOO.00
014 ooDyY 14 200, 00 200,00
alE PETER 520,00 580,00
als QEUE LENG EONG, ROES0ON EZ0.00 440_00
a1z ROSLAN EIN OSMAW ZL00.00 2E00.00
ols SUESAN ANG-FOREIGH WOREEER 1 7E0O.00 7E0.00
als TADEM 1500.00 1500.00
azo UGAD AN 4&00. 00 450000
Ozl TWADON 1E00. 00 1500.00
Open the C:\Timesoft folder Address |5 C:ATimesaft
5) You will find the file which you have export -
6) Double click to open the file in Excel B PaYREP.CSY
A I B I c | D | E | F |
|1 [TIMES
| 2 |REPORT
EN
| 4 |EMPLOYEE EMPLOYEE NAME DEPARTMENT NEW BASIC SERVICE BANK
5 S O A | o
|6 | 1 Peter Lee MGT 0 3.67 CASH
7| 2|Steven Lee MGT o 4.67 CASH
|5 | 3| Sandy Teo ACCT o 3.67 7357
ER 4|Hazel Wong ACCT o 3.67 CASH
10| & \incent Goh ACCT o 3.67 CASH
11| & Michael Lim ACCT 0 4.67 CASH
112 | 1 Alan SUPP 2100 5.42 7010
113 ] 10 Linda HR 1000 2.67 CASH
(14| 11 Racheal MGHMT 2000 2.58 CASH
15 12 Golden | avender De Christhc HE 2000 203 CAanH
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Method B:
STEPS:
. . . utput Destination
1. Click the Report Writer icon. ’—; rroview [~ Priter [ Export [~ Fle [
2. Choose the Custom Report.
3. Choose a report from the Report Name Combo box.
4. Choose the preferred output
5. Destination — select Preview & Clipboard
6. Click the Go button to preview the report as well as to export the report to the system’s

clipboard.

You may now paste the custom report to any
application that supports the Paste function.

B2 Print Report

Report Name : IAGE =

Sart report by |1 Employee Code

|

—Select Pay Period
Example: MS Excel. " Mid Month
((:"_ End Monih
. . . Mid and End Maorth Included S | Period
Sample report in Preview Window. . Specal Perod R T
TIMEZ Z20FTUARE PTE LTD 0441171222 11:15:54 AM PAGE : 1 Sorted by |1 ~Ascendng Key j Use Query ; [SDMIN j
CUSTOM REPORT : REPORT FOR THE MONTH OF JANUARY IN FULL DETAILS () @R e = I LII
REPORT TITLE : REPORT REPORT
QUERY ¢ ALL Second Column sort I dl
EMPLOYEE COL EMPLOYEE NAME BAZE DAY DAID WAGES Mew Page Atter Each Group |
Included Terminated Employes [ | Detailed report (O
ool AMELIA EENSON 2000.00 2000.00 ExclutetiRepart e Sding r Grouped By SubTotal i
ooz BENSON LEE 1000 00 1000.00 Exciude Zero Value 7
003 CHARLIE PANG £080. 00 506000 Print Negative Value as Positive 7 [~ | SUmmary report c
oog CHRISTOPHER LEE 700.00 700.00 -
00s 20E TAY 4350, 00 4350.00 CETESEr S5 0
0os JEMES LYE 1000.00 1000.00 save paper size 7 7
008 JEAN LEE £z3.00 5z3.00 Paper size : defaulticustom
oo ANN EOKE S70.00 S70.00 LtpLt Destination
gﬂ gisg‘uflxm lgﬁﬁjﬁﬁ lgggigg ¥ Preview [~ Priter [~ Export [ File [ Clipboard |
01z LEE HUI LUEE, MNANCY EEQ0. 00 £500.00
o14 ODDY 14 s00_00 80000 Output Directary [CATIMESOFT =]
olg DETEL &E20.00 6580.00
016 QEUE LENG HONG, ROESON Zo. 00 440_00 =
o017 BOSLAN BIN OSMAN 2500.00 250000 Ga J1 Close
o1& SUSAN ANG-FOREIGH WOREER 1 750.00 750.00
019 TADEM 1E00.00 l500.00
ozo TGADAN <4600 00 460000
0z1 VADON 1E00.00 1500.00
X Microsoft Excel - Book2
”H Eile Edit Yiew Insert Format
7) Start MS Excel from the Start Menu. J oo
. i =
8) Select New... from the File Menu. A B Cpen... Crbo
Cloze
9) Select cell Al.
. X Microsoft Excel - Book2
10) Select Paste from the Edit Menu. _
- ﬁ Eile | Edit Yiew Insert Format Tools Datd
Example: O | ) Caolipsal ezl ST
. . . . = O RepeatNew  Crl+y g (=
You will notice that for row 9, the datain A9 is a u | =
: I Al g cut Crk+
continuous string: - L ‘ ]
3 Copy Cir+C
“002 BENSON LEE 1300.00 1400.00” ; o
i 5 = 5 = I F I T = % Paste Special...
1 [TIMES SOFTWARE PTE LTD 28/07/1999 5:49:12 PM PAGE : 1 - Bagte & Hyperinl
2
3 |CUSTOM REPORT : REFPORT FOR THE MONTH OF JULY Period : End
4 |REFPORT TITLE : PAYROLL REFORT
5 |QUERY L JUNIOR
B
ri EMF‘LOY%E CoD EMPLOYEE MNAME BASE PAY PAID WAGES
8 -
9 |un SEMNSON LEE 1300.00 1400.00
10 EAM LEE 1100.00 990.00
11 P IO 970.00 S70.00
12 B60.00 Fo0.0o0
13 580.00 550.00
14 [FEUK LENG KONG, ROBS0OMN 20.00 440.00
15 b LISAN ANG-FOREIGN WORKER 1 7a0.00 780.00
16 [ 1500.00 1600.00
17 1480.00 1480.00
18 UMMON - DAIRY RATED STAFF 25.00 550.00
19 YEERA - HOURLY RATED WORKER 40.00 F040.00
20 AID-MONTH PAY WORKER MNAME 1000.00 550.00
21 |5 .l
22
23 942500  17050.00
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You will have to bring the data into their respective columns. To do this, you will have to use
MS Excel Text-To-Columns function.

Data Window Help

STEPS: e
SRS T avH Eilt= »
1) Select from the first column heading to the row where the subtotal ,:Im;

appears. See the above diagram. ————
2) Choose Fixed width for the data type of which you are importing validatian,..

into Excel.
3) Click the Next Button. e

Convert Text to Columns Wizard - Step 1 of 3 [ 2] x]

The Text Wizard has determined that your data is Fixed Width.
IF this is correct, choose Next, or chaose the Data Type that best describes your data,

4) Set or remove column breaks.

rOriginal data byp
Ch Choose the file type that best describes your data;
00se " Delimited - Characters such as commas or tabs separate each Field,
FiXed Width—— - Fields are aligned in columns with spaces betwesn each Field.

Preview of selected data:

|7 [EMPLOYEE COD' EHPLOYEE HAME BASE PAY ﬂ
L& |

[9_Jno2 BENSON LEE 1300
[i0jooa JEAN LEE 1i00.
(111009 ANN KOK 970.
120011 LINGO 11 gen | 7
| | o

Cancel | < Back. I Next = I Einish |

Convert Text to Columns Wizard - Step 2 of 3 [ 7] x]

5) Click the Next Button.

This screen lets you set field widths {column breaks),

Lines with arrows signify a column break,
To CREATE a break ling, click at the desired position.
To DELETE a break line, double click on the line.,
6) Select each COlumIl and apply To MOVE a break line, click and dragit.
the relevant data type for ot pr
each column field. . H 2 EL 40 5
EMFLOYEE COD EMPLOYEE NANE BASE PAY ﬂ
T g
Note: iH LFH k0K 970 00 |
. . . . 011 IHGO 11 660 0O hd
If the data in a field consists of leading A I o
zeros, it should be Text data type. If itis a = = |
date field, then it should be a Date data type.
Convert Text to Columns Wizard - Step 3 of 3 [ 7] x]

This screen lets wou select each column and set

olurn data Format
the Data Format.

" General

‘General' converts numetic values ko numbers, date * Text

wvalues to dates, and all remaining values to text, " Date; |MDV -

" Do not import calumn £Skin)

Destination: | $447 =

Geperal

Ceperal
I ENPLOYEE HAME BASE PAY ﬂ

1300 00
11000
3700
aen nnl | =]

| b
Cancel = Back I Mext = I Einish I

If it is none of the above, it should be set to general data type.

11) Click the Finish button to complete the import process.
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