
 

 

 

 

How to set up the total cost report: 
 

 

 

 

Open your Payday – follow the following paths highlighted in yellow 

 

Report Menu then print report  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Top right – change it to NEW  

 

 
 

Look for a open block and number then click on the open block – example open block and number 61 

click on it. 

 

 
 

 

Give the report a name and then enter through out until the bottom of the page add 899 

 

 

 

 

 

 

 



 

 

 

 

 

 
 

ENTER – Then it will take you to this screen number 8 (ADD 88 enter then type REP-ITEM2) Enter  

 

 
 

 

 

 

 



 

 

 

 

Change the NEW to PRINT then click on your report you created. 

 

 
 

This screen will open: 

 

 
 

Meaning of the following: enter the code below you would wish to use. 

• C - Current 

• + - Year to Date  

• M – chose the months  

• X – close screen  

 

 

 

 

 

 



 

 

 

 

For example: 

 

 
Press enter – the report for the current total will then open 

 

Should you want to select only certain months you do it as follow: 

 

 
 

Report will open. 

 

 


