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How to set up the total cost report:

Open your Payday — follow the following paths highlighted in yellow

Report Menu then print report
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Top right — change it to NEW

_-!_]__!J Repodt Menu 1-1 [12]

Sebected Printer: PRMN

Since 1989

- 2008

/010098/07

- 202NN

List of Descaplsons

+ m Monthly Summay ki | Strength Rep.-Group
0z Yoa-to-Dsle Summsy 22 Strongth Rep.- Cat. 42 WICA Report
1% Summaiy by Dept. ba | Leave Report 1 A3 Perks Tax Repot
04 Summary of Companies + N Leave Feport 2 a4 Skills Lewy Report
5 Lint-Prew, Change, Now 25 Employes Indo. 45 IRP5"s
11 Lint: CCEmpd. Total ¥} Fi 1all Imla. 4B EMP. DETAILS

+ 07 E amning Analysiz 27 Foroed Pay List 47 vt Tral

+ of Eamings 1 to T ] Eanly Pay List 4B Labeds [1 to View]
L15] Earningu 8 to E + 1 Aenunseratson List 1 43 OVERTIME LIST

+ 10 Dieducton Anslysin an Bank Deposit List 1 50 EMPLOYEE IMCREASE

+ 1 Deductions F to L Hn Bank Deposit List 2 51 ] atican List 2
12 Deductions M ta 5 2 Coinage Bieakd 52 Entra & Hepodt
13 Deductions T to 2 13 fOkser List 53 Taka-on Sheet
14 Medic.al Penmion List el Cost Centie Splt 54 LHF Decles stiona
15 T erminaticn Listing 15 Deata Ingua Sheets 55 ** Fou Future Uge =
16 REP- VAR a5 Tel. Ext List 5E FLAG REPORT

+ 17 PAY E. Summary aw Sevice Perod List 57 PAYSLIP SLM
m RASC Levy 14 Birthwl sy List 58 EHPHN

+ 18 Loan Aeport n 12 Months Repart a8 Payilips - PayDay
20 Savings Repait an Company Irloimstion . CHEQUE

I
I
I
|
@

fal]
l|I|||<
-
N\
'|I||I<
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Look for a open block and number then click on the open block — example open block and number 61
click on it.
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Give the report a name and then enter through out until the bottom of the page add 899
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Heport No: 61 HEW FilH 202250331
e O Intarnal Rep Mo B0
1. Aepost Menu Name [REPORT TOTALCOST | Mo Times Printed o
2 When must Repart be Printed 6 Montniy
3. Fopost Prind Lavel [1- 2 | n]
4. Print maide [Hom/Cond/ASCI) [C-Comdensea =]
5. Test Print Requied P =]
6. Numbor of Copes Requited [ oelsnPioes [ |
7. Mumber of Heading Lines |
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Enter Selaction o ENTER [EET] (7 for Help . X to Exit E aty Repoit Wiis: ] P

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

Report Ho: 61 HEW PRH 2022/03/
Directive Page Intemal Rep Ho B0
1. Repoit Menu Name [REPORT TOTAL COST Mo. Times Printed L
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Change the NEW to PRINT then click on your report you created.

A B/ Report Menu 12 182) Setocted Pinter: PRN [PRINT =] 20220
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41 List of Descrptions E1 REPDRAT TOTAL COST a
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53 Take-on Shost 3 a3
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58 EMPHN kL ] Payzhpa - Pagllay
53 ETI i} 49 CHEQUE

This screen will open:
] rep-1temz2 put

Please select Current/¥YTD+/12 Month/EXit (C/+/M/X) _

Meaning of the following: enter the code below you would wish to use.
e (C-Current
® +-Yearto Date
¢ M —chose the months
e X-—close screen
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For example:

Please select Current/¥TD+/12 Honth/Exit (C/+/M/R) C

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

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

REP-ITEM2

Please select Current/¥TD+/12 Month/Exit (C/+/M/K) H
3 12

Please select from and to month.

Report will open.
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