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Dell — Timetrak — Managers
Reports

Time Card Report

1. Logonto TIMETRAK.

2. From the MAIN MENU select VIEW.
3. Select REPORTS.

4. Select TIMETRAK.

5. Select TIMECARD.

The following window will appear:

Time Card Report M=l E3
~ Sequence  Report Options
Maior ||5|-|-||:,|,:,_.r.EE H j ¥ Employee Detai
¥ Employes Totals
: - JbCd Hourz Summar
M Employves # J r by
o I V¥ Period Hours Summary
— Fikers ¥ Suppress In Schedule Hours
[ Print Mon *orked Days
¥ lze Ranges Ranges | [ Print Mo ‘work Employees
[ Create Summary Hours Test File
 Paper Usage [V Print Signature Line
[ Remove First Page Repart Criteria [ Include Rate Summary
[ Remove Repeat Headings
Date R
[ Remove Blank Lines A8 Hangs
[ Remove Page Breaks I 11411./2001 Beqin Date
| 11,/24/2001 End Date
Procesd | Cancel Help |

6. Select the SEQUENCE in which you want the data appear on the report.
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7. Select the appropriate report options.
NOTE #1 — Do NOT select any of the following options:
1. jbcd Hours Summary

2. Print Non-Worked Days
3. Print No Work Employees

NOTE #2 — Select ‘Print Signature Line’ if you want to print one
employee per page.

8. To select the employee whose Report you wish to print, click on RANGES.

Home Range Filters [_ (O] x]

| Match & Mone = &l Ay | ?ZE::EZHE[ S chedules Edit
[ Employess _ [ Use Shy/Chk Mst. Sched. Ed
[ Use Employee # el ™ Use Assumed Schedules Edit
[ Usze Badge I it
™ Use Name Edit [ Dates
™ Use Hire Dates Edit
_IP-riTIZrZ Job Code Edit ™ Use Birth Dates Edit
[T Use Cost Center Edit — Other
[ Usze Department it [ illze Employment 5tatus it
[ Usze Pay Rule it [™ Usze Break Minutes it
[ Usze Classification it [ Usze Badge Types it
[™ Usze Location it [ Usze Pass to Payroll it
[ Usze Rate Code it [ Usze Sign-0ff Status it
[" Usze Holiday Code it [ Usze allow Transfers it
Ok Cancel Clear All Help

9. If appropriate, select HOME RANGE FILTERS.
1. Select NONE — to clear all selections.
2. Or select ALL — to select all items.

3. Orselect ANY — to select certain items

10. Click OKAY.
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The Time Card report window will reappear.

Time Card Report =] E3
— Seguence  Report Dptions
Maior IEmpIu:u_l,lee H j ¥ Employes D etai
¥ Employes Totals
: - JbCd Hours Summar
b Employes # J r b
o I ¥ Period Hours Summary
—Fitars ¥ Suppress In Schedule Hours
[ Print Mon *orked Days
¥ Lze Ranges Ranges | [™ Print Mo 'work Employees
[" Create Summany Hours Test File
 Paper Usage ¥ Print Signature Line
[™ Remove First Page Repart Criteria [ Include Rate Summary
[ Remove Fepeat Headings
Dat= A
™ Remove Blank Lines & Hangs
[ Remove Page Breaks I 114112001 Beqin Date
| 11/24/2001 End Date
Procesd Cancel Help |

11. Click PROCEED.
12. Click PROCEED again.
13. The Printer selection window will appear.

14. When the colored Title Bar displays ‘PROCESSING’ choose one of the
following options:

1. PRINT -- to print the report.
2. VIEW —to view the report.

15. When finished, click CANCEL.
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The following window will appear.

Time Card Report =] E3
" Frint Direction

' Send to Printer Setup

Cwitetafile  |TEPORTOUT e

¢ Send to Clock Site I a Clack I 0

 Font Selection

&' Courer 10 [Compressed]
¢ Courer 12 [Compressed]

£ [Hither Selected Font.. Eont |

Linez per page 72 Characters per line 133

 Options

= Preview document
¢ Frint all pages

" Prirt selected pages I 1 e IE‘E',E‘EIEI

Humber of Copies I 1 I~ |Eallate ¥ Spoal

Proceed |

Help | Memarize |

16. To save the format, click MEMORIZE.

17. Enter a name for the job (use a detailed name which indicates what task this job
will perform.

18. Click OK.
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The following window will appear:

Time Card Report o=
temorize as... ITE5T|NG
4dd To Desklops
Uszer Dz
Uze lcon .‘: - < | ‘ N | N |

Add Ta Group II‘-.-1_|,| TimeTrak

Ok | Cancel | Help |

17. Check USE THESE USERS and select the appropriate ICON.

18. Click OK.

End



