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Symbols Used in this Manual

Symbols Used in this Manual

The following are symbols used within some of the chapters of this manual. Symbols highlight Tips,
Activities and other helpful notes during each summary.

Activities

Activities presented throughout the manual will assist you in exploring
and committing to memory the details of software features and
functionality. Activities are intended for your use following the
presentation of course material, but please contact your representative
if you have any questions.

Customization/Setup

Many of the software features and functionality presented in the
course material are intended to be specifically customized to meet
your company’s business needs. Whenever you see this symbol, tips
for customization and setup will be presented.

Features & Benefits

Outlines of features and benefits of specifically highlighted software
functionality are presented for quick review and summary.

Standard Reports Available

Our Standard Report Library offers many report options, or reports can
be customized to fit your compay's specific business needs.

Tips & Reminders

Helpful Tips & Reminders are available in many of the Summary
pages. These may consist of Frequently Asked Questions or other
quick reference material to get you started immediately. Be sure to
contact your representative if you have additional questions.
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Overview of Report Writer Tool

Accessing Report Writer 1-2

The Report Writer Design Screen 1-4

Objectives:

v/ Understand the features of the Report
Writer Design Grid
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Overview of Report Writer Tool
Accessing Report Writer

Accessing Report Writer

To access the Report Writer, go to the Reports Module and click on the Add RW Button on the lower
left hand corner of the screen.

F! Millennium - [Reporting - Sales Demo Company (Sales)]
Q Company  Edit Wiew Emp Select  Tools  Window  Help

T | =l v [m] 7] ]

| Report Graups |

Awvailable Reports... Reportz in Queus

Report (D | Dezcription | - Report [D | Diescription
3PSick 3rd Party Sick Pay CompDet  Compenszation Detail
40k Mk ConLabor  Labor Distribution
407k Cen... 401k Census
401kRept  401(k] Report 15

70595en... Senarity Feport

TBEZ Che... 7EEZ Checks

941Diag 941 Information Report
f¥alelrita] Accrual Activity —
dceBal  Accrual Balance Add »>
AccriCode  Accrual Code Listing
AoocHist Accrual Hizta

Accal Accrual Lok ¥
A0PLog  ADP Log

ADB1ED  Address Labels

BatTot Batch Tatals Feport 4 | |ﬂ I
BenefitStmt Benefit Statement

Enhiels  bathdoe =l Pint | Pintall |

Edit B | Current F'rinterl[jhe.:k$ vl r .E:?:Eriﬁilriz

Figure 1-1. Add RW Button, Reports Module

Once you click the Add RW Button, a dialog box will appear for you to enter the Report ID. This is
how the report will display in the Available Reports Window. Enter the Report ID, and click the OK
Button.

New Report Writer Report AN

x|
Feport 1D
|| Cancel |

Figure 1-2. Report ID Dialog Box

1-2 Introduction to Millennium
Revised 24 April 2003



Overview of Report Writer Tool
Accessing Report Writer

Now that you have added the new report, highlight the Report ID you just created and click on the
Edit RW Button to open the Report Writer Design Screen.

F Millennium - [Reporting - Sales Demo Company {Sales)]
gﬂ Company  Edit  View Emp Select Tools  ‘Window  Help

e L | | =] [l ol v ] 0]

'_: Report Groups I

Available Reports... Reports in Queue

Report (D | Drescription | - Repart 1D | [rescription
3FSick 3rd Party Sick Pay CompDet  Compenszation Detail
401k A0k ConLabor  Labar Distribution
401k Cen... 401k Censusz
4 kRept  401[k] Report 15

70595en... Senarity Feport

TEEZ Che... 7EEZ Checks

341Diag 941 Information Report
Accract  Accrual Activity —
AceBal  Accrual Balance Add >
AccriCode  Accrual Code Listing
aocHist Accrual Higto

Accrual Accrual Lolemowe 5
ADPLog  ADFLog

AdiB1ED Address Labels

BatTot Batch Totals Report 1 ILI I
BenefitStmt Benefit Statement

b e - | e |

addrw |( EdtRw | Cumert Printer [Checks )

Figure 1-3. Selecting and Editing a New Report

Alliance Payroll Services, Inc. 1-3
Revised 24 April 2003



Overview of Report Writer Tool
The Report Writer Design Screen

The Report Writer Design Screen

This is the Report Writer Design Screen. The Title Fields are located at the top, with two Main Fields
in the middle, and Option Buttons are located at the bottom of the screen.

Tite  [ERTE Sub Title I—
Tupe IEmponee List j Cancel |
Available Fields Fields On Repart
[#l- co {Company Fields} Field Heading ILenI Dec| LR I Fill I § -
- ee {Emplopes Fields} 1 : : T ; :
it R
3
4
5
5]
7
8 -
9
10
11 13
12
13
14
15 &
16
17
18 i
19
20
21
22
23
4 |
Add x> | € Hemovel Sort Order | Filtering | Options | Preview Pririt

Double click on field to add it to report, or press ADD...

Figure 1-4. Report Writer Design Screen

The following are entry points in the Design Screen:
= Title: The title of the report (Shows up under the Available Reports Menu and on the report)
®  Sub Title: Appears in the header of the report

®  Type: Type of information you’re looking for (click the down arrow and choose the options
available, these are the available tables from Millennium)

®  Available Fields: This section of the screen gives you the list of information you can choose
(Field list varies on the table chosen under the Type Drop Down Menu)

®  Fields on Report: The Grid where available fields are added to the report and the field
properties are adjusted

®  Add: Adds fields to the Fields On Report Grid
®  Remove: Removes fields from the Fields On Report Grid

®  Sort Order: This option allows you to add a sort order and subtotals to the report

1-4 Introduction to Millennium
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Overview of Report Writer Tool
The Report Writer Design Screen
Filtering: This option allows you to filter data in or out the report

Options: Brings up various viewer options for the report (Same options as properties from a
canned report)

Preview: Previews the report using Adobe Acrobat

Print: Prints/exports the report (Based on the option)

Arrows (UP or DOWN): Moves fields in the Fields On Report Grid
OK: This button serves as the Save option

Cancel: This button cancels anything you did
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The Report Writer Design Screen
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Creating a New Report

Determining the Objectives of a
Report 2-2

Choosing a Table 2-2
Adding Fields to the Report 2-5

Previewing Reports 2-6

Objectives:

v/ Understand how to add fields to your
report
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Creating a New Report
Determining the Objectives of a Report

Determining the Objectives of a Report

When writing a report using the report writer tool, the first step in developing your report is to first
identify the objectives of your report. Once you know your objective you than need to decide what
pieces of information are required for your report. After determining what pieces of info you need,
you can than identify where to pull this information from in the system to build your report. For
example:

= Identify Report Objective — To build a report to list Employee Birth Dates sorted by
month for Active Employees

= Information Needed — Last Name, First Name, Birth Date

=  Source of Information — Employee List

Now that you know what you need for your report let’s go build it!

Choosing a Table

Select the necessary table from the Type Drop Down List. Employee List is the default.

Title | BirthD ats

Tepe [EEEEAE

., |Emploves Dependents -
Availab Employee Direct D eposits

[+ co| Employes Education

- ee| Emplaves Emergency Contacl
Lalld Employes Events

EmEIDEee Labor Allocations

Employee Previous Employers
Employee Aatez

Employee Recur Earnings
Employes Reviews

Employee Skill: -
Emploves Taxes Ll

Figure 2-1. The Type Drop Down List
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Creating a New Report
Choosing a Table

The tables are self-descriptive, (see below). They will correspond to the Employee Tabs within

Millennium. These tables are available in the Type Drop Down:

Company List

401k Funds
Accruals
Deductions
Dependents

Direct Deposits
Education
Emergency Contacts
Events

Labor Allocation
Employee List
Previous Employers
Rates

Recurring Earnings
Reviews

Skills

Taxes

Once you choose a type, the type will appear in the Available Fields. Click on the “+” sign and the
type will expand with all the available fields. Attached to each field is a number; the number
represents the default length of each field. You can change this value once the field is chosen.

In our case, we will be selecting Employee List:

Alliance Payroll Services, Inc.
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Creating a New Report
Choosing a Table

Title | Birthiate
Type |Emp|0_l,.lee List j

Available Fields

[ ee {Employee Fields} ;I

. i-coiCo#} {6}
- id {EE #} {RE}
i~ lastname {Last Name} {25}
i~ firstname {First Mame} {15}
i middlename {Middle Mame} {15}
i address] {address1} {30}
i~ address2 {address2} {30}
i ity {city} 430}
i state {state) {2}
i zip {zipt 110}
- county {county} {30}
i country {country} {30}
i gzi fean} {11}
i~ birthD ate {hirthD ate} {10}
- zew fzex) {3}
i empStatus fempStatus} {5}
i emnpType {fempTypel {5
i payGroup {payGroup} {5}
i hireDate {hireDate} {10}
i rehireDate {rehireDate} {10}
i adiGeniontyD ate {adiS eniontyDate} {10}
- termDate {termDate} {10}

. - termReason {temReason} {10} -
| | v
Add > |

Figure 2-2. Viewing the Available Fields, Employee List
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Creating a New Report
Adding Fields to the Report

Adding Fields to the Report

To add a field to the Fields on Report Grid, you can either double click on the appropriate field or
highlight the field and click on the Add Button. This will move the field to the first available position

in the grid to the right.
I x|
Tile [Bithdate Sub Title: [
Type lEmponee List j Cancel |
Available Fields Fieldz On Repart
- co {Campany Fields} 5 Field Heading Len|pec| L | Fn [«
[l &2 {Employes Fields} 1 e lastriame Last Mame {28l oL i
- co {Co #} {6} 2 : S0 oL
- id {EE #} {RB} 3 0oL
lastname {Last Mame} {25} 4 0. oL
firstname {First Mame} {15} 5 0. oL
middlename {Middle Mame} {15} 3 0. oL
address1 {address1} {30} 7 0. oL
address? {address2} {20} 3 D 0L i
city {city} {30} 9 0 oL
state {state} {2} 10 0 oL
zip {zip} {10} 11 0o oL _
county {county} {30} 12 0o oL
country {country} {30} 13 0o oL
ssn {ssn} {11} 14 0. oL
birthDate {bithDate} {10} 15 0oL i
sex {san} {3} 16 0. oL
empStatus {empStatus} {5} 17 0o oL
empType {empType} {5} 18 0 oL a
pavGroup {payGroup} {5} 19 0o oL
hireDate {hireD ate} {10} 20 fo0ooL
rehirel ate {rehireDate} {10} 21 fo0ooL
- adiSeniarityD ate {adiS eniorityD ate} {10} 22 fo0ooL
- termDate {termDate} {10} ~| |23 0oL T
d T - | .
Add > | <4 Hemovel Sort Order Filtering Options | Freview | Frint |

! Double click on field to add it to repart; or press ADD. ..

Figure 2-3. Adding a Field to the Fields on Report Grid

Scroll down on the Available Fields List, there you will find: Last Name, First Name and Birthdate.

Alliance Payroll Services, Inc. 2-5
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Creating a New Report
Previewing Reports

Previewing Reports

To preview the report, click on the Preview Button.

I EiE | e

Add » | e Hemwel Sort Order Filtering Optionz l ‘ Prewiem l) Print |

Figure 2-4. Previewing a Report

Note: This is a good way to test your report. Also this report is displayed as landscape. To change
the print options for this report, click on the Options Button and go to the Display Properties Tab
(See the Options Tab section).

Birthdate Sales Demo (_‘[m]l:mnj' Check Duate: 03.20,2003 Page
Campany Code | Salesj Process:  JOOGOGZHD 1
Lkt Narne First Nurne
DAHLI EALVADOR
DAVIS DREW
FLINTETONE FRED
RUBBLE BARNEY
JOHNSON ALYESA
SIMPSON BAR]
MOUSE MEEEY
MOUEE MMNNIE
JET=0N GECRGE
(RN ELMIER
DAY PAY
ANGLER BMARK
ATEINS RARDON
BARAJAS T
BARNS NICK
BIRT LAKRCE
BREWER KaTHY
CARTER (RN
COLEMAN ARNGLD
CRANDEL DI
PARRIOTT MARK
ANIETON JENMIFER
BAKER. JR JAME
BARKIR REGINALD
BATES ADRIAN
BLACKBURN KaREN
BROWN LaNIEL
CASS BLARY
COUEN DA
CROSE RONNLE
DALY, IR i)
APPLEREE AN ]
BANNING MO THY
BARKLEY CHARLES
BENMETT JACK
BORK ANTONIOD
CARFENTER RAAGAN
CIENEROS JosH
oOx NEL
CRUTCHFIELD VICTORIA
LAV ANTHOMY
Grund Tatal
41 Revards
Figure 2-5. Report Preview
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Customizing Your Report

Report Properties 3-2
Sorting your Report 3-3
Filtering Report Data 3-6
Advanced Filters 3-9
Report Options 3-9

Data Selection 3-1 1

Display Properties 3-12

Objectives:

v/ Understand how to modify Report
Properties

v/ Understand how to apply sorting and
filtering

v/ Understand how to modify Report Options
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Customizing Your Report
Report Properties

Report Properties

You can change the appearance of the report by accessing the Report Properties on the Design Grid.

I x|

Title |Bithdate

Sub Title |

Tupe IEmponee List j Cancel |
Awailable Fields Fieldz On Report
co {Company Figlds} - Field I Heading ILenIDec LR | Fill |5~
[l 2 {Employes Figlds} 1 e lastniame st Mame P25 0L
co {Co #} {6} 2 ee firstname i Mame 15. 0iL
id {EE #} {RE} 5 ee hirthDate [birthDate 0. 0iL
lastname {Last Mame} {25} 4 0: oL
firstname {First Mame} {15} 5 CIE
middiename {Middle Name} {15} B 0oL
address1 {address1} {30} i CIE
address2 {address2} {30} ] D oL -
city {city} {30} 9 0oL
state {state} {2} 10 oL
zip {zip} {10} 11 0o oL =
county {county} {30} 12 oL
country {eountry} {30} 13 D oL
ssn {ssn} {11} 14 0: oL
birthD ate {hithDate} {10} 15 oL &
sex {zex} {3} 16 0; oL
empStatus {empStatus} {5} 17 D oL
empTupe {empType} {5} 18 0; oL =
pavGroup {payGroup} {5} 18 0o oL
hireDate {hireD ate} {10} 20 CIE
rehirel ate {rehireDate} {10} 21 CIE
adiSenionityD ate {adiSeniorityDate} {10} 22 oL
termD ate {termD ate} {10} - | po —r - 4
< | 3 1] | ' B
Add | < Hemovel Sort Order Filtering Optiohs I Presview I Pririt |

Double click on field to add it to report, or press ADD...

Figure 3-1. Scrolling to View Options

Use the scroll bar to view all the options.

The grid consists of the following properties:

®  Field — Actual fields from the table (format: ee.id, ee.lastname)

®=  Heading — The column heading that will appear on the report

®  Len - The length (in characters) of the display fields

®  Dec — Number of decimal places for numeric fields (default is 2)

= L/R - Left or right alignment of text

= Fill - N/A at this time

= Show 0 - If the field is blank (and numeric) a 0 will be displayed

=  Total — A grand total of the field will be displayed when checked

3-2
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Customizing Your Report
Sorting your Report
®  Rem Punc - Removes punctuation from the data field (ex. Removes dashes from SSN)
® Rem, - Removes commas from data field
®  Rem .- Removes periods from data field
®  Ovr Punch — N/A at this time

= UPCASE - Changes text to all Upper Case (box is checked by default)

Sorting your Report

Sorts allow you to group together related data, and to calculate subtotals. It also allows you to control
the sort order of your report. All sorts are entered on the Sort Order Button. Click on the Sort Order
Button to display the Sorting Grid.

I 23
Title [Bithdate Sub Title. [
Tupe IEmponee List j Cancel |

Awailable Fields Fieldz On Report
co {Company Figlds} - Field I Heading ILenIDec LR | Fill |5~
[l 2 {Employes Figlds} 1 ee lastname Last Name C250 0L
. cod{Co B 2 ee firstname First Name 15] DOiL
- id {EE #} {RE} 5 ee hirthDate [birthDate 0. 0iL
lastname {Last Mame} {25} 4 0: oL
firstname {First Mame} {15} 5 CIE
middiename {Middle Name} {15} B 0oL
address1 {address1} {30} i CIE
address2 {address2} {30} ] D oL -
city {city} {30} 9 0oL
state {state} {2} 10 oL
zip {zip} {10} 11 0o oL =
- county {oounty} {30} 12 oL
- country {country} {30} 13 D oL
ssn {ssn} {11} 14 0: oL
birthD ate {hithDate} {10} 15 oL &
- zew {zext {31 16 0; oL
- empStatus {empStatus} {5} 17 D oL
- empType {empType} {5} 18 0; oL =
- payGroup {payGroup} {5} 18 0o oL
hireDate {hireD ate} {10} 20 : R
rehirel ate {rehireDate} {10} 21 CIE
- adiSeniorityD ate {adiSeniorityDate} {10} 22 oL
- termDate {temDate} {10} | |23 0oL -
J i PR
Add > | ECY Hemovel ( Sort Order |) Filtering | Options | Freview | Frint |
N’

Double click on field to add it to report, or press ADD...

Figure 3-2. Sorting Grid

Choose your sort field (what you want to sort by), by adding the field(s) to the Sort Order for Report
Grid. If more than one field, add the fields in the order you want. Click the Sub Total Check Box to
get a grand total on your report. Click on the Edit Fields Button to return back to the Fields on Report
Grid.

Alliance Payroll Services, Inc. 3-3
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Customizing Your Report

Sorting your Report

Title |[BirthDate

Type |Em|3|oyee List -|

Auvailable Fields

Sub Title |

Sort Order for Report

Cancel

J il

Double click on field to add it to report, or press ADD...

Add » | € Hemovel

Edit Fields I

Options |

=) ee {Employes Fields} = Field Description I Sub Total
. -cofCo#HE} 1 d W
. -id {EE #} {RB} 2
i asthame {Last Mame} {25} 3
: irstharne {First Name} 15} 4
: A5
i 5
7
i 3
]
11
12
13
. - bitthDate {bithDate} {10} 14
o e ge {zewt {31 15
\ - empStatus {empStatus} {5} j 15
I TP A, 17
- payGroup {payGroup} 15} 18
hireDate {hireD ate} {10} 19
ehireD ate {rehireD ate} {10} 20
adiSenionityD ate {adjSeniorityD ate} {10} 21
- termD ate {termD ate} {10} 22
. termReason {termReasont {10} ] |23
| | 2 24 4|

Presiew | Frint |

Figure 3-3. Selecting Sort Fields and Sort Order for a Report

For our report let’s add the Birthdate to the Sort Order Grid. This way the report will be sorted by
birthdate. Click on row one and type Month (ee.birthdate). Put a check mark in the subtotal box

on row one. Next Click on row two and type Day(ee.birthdate). This will sort the report by birth
month and than by birth day.

3-4
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Customizing Your Report
Sorting your Report

I x|

Title IBirthDate Sub Title I
Type IEmponee List j Cancel |
Available Fields Sort Order for Report
[l co {Company Fields} Field Description I Sub Total -
EI mplo 1 Morthiee birthdate) Marth ] v
- User Formulas % Day
g
4
5
5]
7
8 -
9
10
1 12
12
13
14
15 i
16
17
18 oy
19
20
21
22
23
24 LI
Add x> I €4 Hemovel Edit Fields | Filtering | Options | Freview | Frirt |
Double click on field to add it ko report, or press ADD...
Figure 3-4. Entries in the Sort Order Grid
Same report, but sorted by Birth Date.
Birthdate Sales Demo (‘_0““33“.\- Check Date: 03202003 Page
Company Code {Salks) Process: 2003032001 1
Lasi Name Firsi Name birthThale
DALY. TR ED 017151972
PARRICTT MARK 017151963
COTEMAN ARNOLD 017171961
Sub Total Month 1
3 Hecords
Last Name Lirst Name birihlkle
ATEINS RAMON [272/1938
DA WIS DREW 0271471963
Sub Total Month 2
2 Records
Last Name First Name birth[kle
DAHLL SALVADOR 0471401972
E DANVID 047141973
( ALYESA 4151970
CISNERDS JOSH 47151970
ANISTON JEMMNIFER 0472371972
Sub Total Month 4
% Hecords
Last Name First Name birthkate
ANGLER MMARK 0502/1972
MOLISE MICKEY ORM5/1960
CASS MARY OE13/1968
BAKFR TR TAME O3 13/19358
CRUTCHFIELD WICTORIA DS 15/196%
COTSIN DAVID 03 16/1970
FLINTSTONE FRED O525/1970
Sub Total Month 5
T Hecords
Figure 3-5. Report Preview
Alliance Payroll Services, Inc. 3-5
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Customizing Your Report
Filtering Report Data

Filtering Report Data

Filters are used to specify which data is displayed on the report. Filters can be based on any piece of
data:

"  Employee
®  Earnings/Deduction Code
®  Departments

All filters are set up on the Filter Button. On the Report Writer Filter Grid you will be given the
ability to create several different types of filters.

Note: The filter types you can create are based on the report type selected. Example, if you are
creating an Employee List Type Report, you will be given the ability to create Company Filters and
Employee Filters.

[ 29
Title [Bithdate Sub Titls |
Tupe IEmponee List j Cancel |
Awailable Fields Fieldz On Report
- ca {Company Fieldsh - Field | Heading  [Len|[pec| Lm | Fn [s<
El- ee {Employee Fields} 1 e laztname st Mame Po2sioil
co {Co #} {6} 2 ee firstname "First Name 15. 0iL
id {EE #} {RE} 5 ee hirthDate [birthDate 0. 0iL
lastname {Last Mame} {25} 4 0: oL
firstname {First Mame} {15} 5 CIE
middiename {Middle Name} {15} B 0oL
address1 {address1} {30} i CIE
address2 {address2} {30} 3 D oL L
city {city} {30} 9 0oL
state {state} {2} 10 oL
zip {zip} {10} 11 0o oL =
county {county} {30} 12 R
country {country} {30} 13 g oL
ssn {ssn} {11} 14 0: oL
birthD ate {hithDate} {10} 15 oL &
sex {zex} {3} 16 0; oL
empStatus {empStatus} {5} 17 D oL
empTupe {empType} {5} 18 0; oL =
pavGroup {payGroup} {5} 18 0o oL
hireDate {hireD ate} {10} 20 t CIE
rehirel ate {rehireDate} {10} 21 CIE !
adiSenionityD ate {adiSeniorityDate} {10} 22 oL g
; termD ate {termDate} {10} ~| |23 D oL _ILI
1] | _"J 4] p— | 4
Add > | ECY Hemovel SortDrder« Filtering D Options | Freview | Frint |
N e”

Double click on field to add it to report, or press ADD...

Figure 3-6. Filtering Report Data

The available tables come from the Edit Screen. There is also a Company Selection Tab and an
Employee Selection Tab.

3-6
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Customizing Your Report
Filtering Report Data

Report Writer Filters 3 x|
- co {Company Fields} ‘\ Enter your selection criteria below. [n the value column, you must encloze all text
data with double quates (e, "ABC""] or pour report will not work!

El e {Emploves Fields)
‘o | ger Farmulas Cancel |
@Danﬁ' Selection | Emplovee Selection | \

Field | comp | Value Andior| ﬂ

LI Advanced... |

Figure 3-7. Filtering, Company and Employee Selection Tabs

There are four fields to the Filtering Section:
®  Field — This is the field from the database

®  Comp — This is used to specify how the field is compared to the value
— Equals (=)
— Is Less Than (<)
—  Is Greater Than (>)
— Is Less Than or Equal to (<=)
— Is Greater Than or Equal to (>=)
— Not Equal (<>)

®  Value — This is the value that is being compared to the database field (Values are found within
Millennium)

®  And/Or - This is used, if you have multiple filters:
— If you use And, all of the filter conditions must be met for the data to display
— If you use Or, any one of the filter conditions must be met for the data to display

Company Selection Tab is for Company database fields. Employee Selection Tab is for Employee
database fields.

Alliance Payroll Services, Inc. 3-7
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Customizing Your Report
Filtering Report Data

To add the Filters:

1. Select Employee Selection Tab

2. Choose the field you want to filter (i.e., Employee ID, Depts.) by double clicking on the field
in the available field (This will move the field to the Report Writer Filter Grid)

Report Writer Filters £ x|
5 ee {Employee Fields} | Enter your selection criteria below. In the walue column, wou must enclose all test

i on iCo #) 46} J data with double quotes [i.e., "ABC""| or pour report will not work!

- lastriame {Last Mame} {25}

- firstname {First Mame} {15} Compaty Selection  Emplopes Selection I

Cancel |

- address1 {address1} {30} Field /[ Comp | \Ualu&
eeempstatus  \ = e )

And/or|

i empType {empType) {5} _ILI
PR o PPN PRpipy o PPy I | — |
b

i

;I Adwanced... |

Figure 3-8. Adding and Saving a Filter

3. When a field is chosen, select a Boolean value from the Comp Drop Down Menu

4. Type in a value and click OK to save the filter

Apply these rules in the Value Column to create working report:

Filter Type Rules to Apply
Text All text fields must be enclosed with double quotes. Example filter: ee.empStatus = “A”,
this will return Active Employees only.
Dates All date fields must be enclosed with pound signs. Example filter: ee.Hiredate >=
#01/01/2002#, this will return employees with Hire Dates greater than or equal to
1/1/2002.
Numbers Number fields other than dates do not need to be enclosed by anything. Example filter:
ee.cc1 =100, this will return Dept 100 only.
Other Here are a few other tips and tricks when using filters. Examples:
1) Month(ee.hireDate) = 1 :Employees hired in the month of Jan only.
2) Month(ee.hireDate) >= 3 and Month(ee.hireDate) <= 6 :Employee hired from the
month of March through June.
3) ee.lastName<D: Employee last names that start with A through C only
4) ee.id = ####42 : Employee with ID 42 only (# = spaces, Employee ID is a 6-space text
field. You must fill the open spaces with blanks.

Table 3-1. Filtering Tips and Rules

Also if using multiple selections use the And/Or function to designate the desired output.

3-8
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Advanced Filters

Customizing Your Report

Report Options

You can also type in your own advanced filters by clicking on the Advanced Button.

Note: If you change the formula, you can no longer use the simple selection grid. If you
inadvertently change the formula, remove the formula and set it up again in the simple selection grid.

WARNING! We do not recommend the use of this function, unless you know exactly what you
are entering!

Report Options

The Options Button allows the user access to the display properties and the export options of the
report. This option is also accessible through right clicking on the Report ID and choosing the
Properties Option, (same as a standard report).

Title [Bithdate Sub Title |
Tupe IEmponee List j Cancel |
Awailable Fields Fieldz On Report
co {Company Figlds} - Field I Heading ILenIDec LR | Fill |5«
[l 2 {Employes Figlds} 1 ee lastname C250 0L
. - coiCodth {6} 2 ee firstname 150 0L
- id {EE #}RE} 3 se hirthDate 10; oL
- lastname {Last Mame} {25} 4 0: oL
- firstname {First Name} {15} 5 CIE
middlename {Middle Name} {15} B 0oL
- addressT {address1} {30} i CIE
- address2 {address2} {30} ] D oL 7y
- city {city} {30} ] oooL
- state {state} {2} 10 oL
zip {zip} {10} 11 0o oL =
county {county} {30} 12 R
- country {country} {30} 13 D 0L
ssn {ssn} {11} 14 0: oL
birthD ate {hithDate} {10} 15 oL &
i sex {zex} {3} 16 oooL
empStatus {empStatus} {5} 17 D oL
- empType {empType} {5} 18 0oL -
- payGroup {payGroup} {5} 18 0o oL
i hireD ate {hireDate} {10} 20 oL
- 1ehireD ate {rehireDate} {10} 21 CIE
adiSenionityD ate {adiSeniorityDate} {10} 22 oL
. o termDate {termD ate} {10} ~| 23 R
<‘| Sl &Y —
Add > | ECY Hemovel Sort Order | Filtering 6 Options | ’ Freview | Frint |

Double click on field to add it to report, or presz ADD...

Figure 3-9. Report Options
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Customizing Your Report

Report Options
There are two tabs you can choose from:
=  Data Selection — Allows you to specify reporting periods.
= Display Properties — Allows you to export the report and also the print layout (portrait or
landscape).
Report Properties - BirthDate - BirthDate e d |
‘ Data Selection | Dizplay F'rupertiesl ’

— Reporting Period
| Usze Default D ates I ¢ iMyeiide Dates T Date Process 4
% Most Recent Pay Period " Quarter 1 B Didke |I'_IS';"|i,‘QUI_I?-QEL‘I'SD}HI_I'l j
" Current Month " Quarter 2 ;

Ending Date A 4003200303 4 =

" Curent Quarter " Quarter 3 . Iﬂ‘ﬁl iR 00 —I
" YearTo-Date " Quarter 4 Mate: If you use Quarter 1 - 4, pay cloze attention to year

—Data To Include On Report

From Thru
Fange 1 I ;I I ;I Lookup | | vl Lonokup |
Range2 | = | x| Lookup | Iﬁ Lookup |
Filter I vl
The debug button to the right helpz you to Diehu
diagnoze problems with your report writer reports. . g
(] 4 Cancel Apply Help
Figure 3-10. Data Selection and Display Properties Tabs
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Customizing Your Report
Report Options

Data Selection

The Data Selection Tab allows you to choose Reporting Periods:
®  Most Recent Pay Period (What was last processed)
®  Current Month
®  Current Quarter
®  Year-To-Date
®  Opverride Dates (Allows you to choose begin and end date, on the right)
®  Quarter 1-4

Note: The Data to Include on Report section does not work with Report Writer. Also, even if you
choose current fields, you can always specify the data to be YTD, QTD or MTD.

Report Properties - BirthDate - BirthDate _ . 2=l

Data Selection I Display Propertiss I

—Reparting Period BN Vo N\
| Usze Default Dates I i ere Daks o Date Process #
* Most Recent Pay Period € Quarter 1 Beginning Date I"G'"lgi'I':‘;\"r']l'lg'x"jglj32“'-I1 d
" Current Manth " Quarter 2 :
Ending Date 0320 2002-20030320
" Current Quarter " Quarter 3 d I"""’Q”’f‘nu3 2003032001 x|
= “ear-ToDate " Quarter 4 ote: [f pou use Quarter 1 - 4, pay cloge attention to year!/

— N —

—Data To Include On Bepaort

From Thru

Rahge 1 I ;I I j ngkupl | VI Lookupl
Range 2 I ;! I LI Loukupl | 'I Lnokupl

Filter I "l
The debug button ta the right helps pou to Debugl

diagnoge problems with your report witer reports..,

0k Cancel Apply Help

Figure 3-11. Selecting Reporting Periods
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Customizing Your Report
Report Options

Display Properties

The Display Properties Tab allows you to choose a Print option and allows you to export the report.
To export, check the Export Report Box. Choose an Export Format from the drop down.

®  Comma-separated
®  CSV w/ headings
® TSV w/ headings
®  Fixed Length

Select Disk File as Export Destination and specify the location to export to. When specifying a

location, you must specify the drive, report name and extension. (i.e., A:\Reportl.txt,
C:\Reports\EmpBdate.csv).
Report Properties - BirthDate - BirthDate 2lx|
Data Selection : |
Feport Titls Feport File — Display Options
|BirthD ate - =
Show Page Mumb Show L
Report Sub Title Feport ‘wiiter o TagE RUTREr P
I |HW2 j [~ Show Date I~ Show Time
Report Type [ Show D
IF!eport j [ Group Tree
3 ; ; : ; — Print Options
Owerride Period Begin Date Owerride Period End Date )
I I " Portrait Paper Size Copies
¥ |andscape |L8tt8' j' 1 j
(E wport Ophion \ — Pronter Dptions
Export Format )
v E wpart |ES\-" w headings j £ Simplex : I Collate
Report " Duplex - Vertical
E xport D eztination ™ Duplex - Horizontal
| Disk File =]
Bt Input Paper Bin HP Output Paper Bin
\ Ic:\Fleport&\BirthDate.u:w ) |ﬁ1‘-.utn Select j I 0 ﬂ
Ok | Cancel I Apply I Help I
Figure 3-12. Export Option, Display Properties
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Customizing Your Report
Report Options

After you set up the Export Options, click OK to return to the Design View. When you click on the

Print Button, a file will be created in the drive you select.

File Edit View Favorites Tools  Help

il

“HBack - = - | Qysearch [YFolders ¢4 | B2 < o | FEFE

Address |C| Reports

j @Go

Mame

Size: | Type

| Madified |

.. el =
I'{ | - BirthDate.csv
S
Reports

Select an item ko view its description,

See also:

Iy Docurments

My Network Places
Iy Computer

3KB Microsoft Excel Com...

3(18/2003 4:27 PM

|1 ohject(s) (Disk free space: 14,4 GB)

l2.43kE [\ My Computer

Figure 3-13. Exporting a Report
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Customizing Your Report

Report Options
Output File:
2 Microsoft Excel - BirthDate.csy =1=] =]
]Bﬁile Edit Wiew Insert Format Tools Data MWindow Help Acrobat ;lijlﬂ
DR ERAY sBRC o- B® =AU BSB w0
| il -0 - BZUS=E=E %%, #% EE 4= sl | B3 = | =T
132 | =
A = = 1 T
| 1 |Last Mame First Mame  hithDate [k
| 2 DALY, JR ED 14151972
3 |PARRIOTT MARK 1/15/1965
(4 |COLEMAN ARMOLD 1/17/1961
| 8 |ATKING RAMON 221938
| B |DAVIS DREW 2141963
| 7 |DAHL SALVADOR  4114N1972
| 8 |APPLEBEE DAYID 4141973
| 9 |JOHNSOM ALYSSA 411515970
(10 |CISMEROS JOSH 4151570
11 | AMISTON JENMIFER 47231972
|12 |ANGLER MARK 57215972
13 |MOUSE MICKEY 5/541960
| 14 |CASS MARY 5/1341968
|15 |BAKER, IR JAME 5/1341958
| 16 |CRUTCHFIELD YICTORIA 5/15/1969
(17 |COUSIN DAVID 511641570
18 |FLINTSTONE FRED 5/251970
19 |BARAJAS JULIO 6101570
20 |BLACKBEURN KAREM 6121970
|21 |COk NED B/15/1968
| 22 |BARNS MNICK B/18/1968
| 23 |CARTER LUIS B/21/1966
24 | BANMING TIMOTHY B/2315971
| 25 |BARKER REGINALD 781972
e T ADDERMTED DAMCARL T2 MQEE s
|4 [ 4 [» [»]BirthDate / 4] LI]_I
Ready = N 1 I
Figure 3-14. Ouitput File
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Report Writer Tips & Tricks

Special Formulas 4-2

Using Code Groups 4-3

Objectives:
v/ Understand how to write special formulas

v/ Understand how to use and create Code
Groups
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Report Writer Tips & Tricks

Special Formulas

Special Formulas

When using the Report Writer Tool, special formulas can be used to customize the data on your
report. Below is a list of some special formulas and some examples of how to use them in your
reports.

Add Two Fields Together:

ee.Current(“E”, “Reg”).amount + ee.Current(“E”,”OT””).amount
This formula will add the current regular and overtime earnings together.

ee.lastName + ¢’ + ee.firstName
This formula will display (Last Name, First Name) on your report.

ee.firstName + ¢ “ + ee.lastName
This formula will display (First Name Last Name) on your report.

Length of Service:
Length of Service is a calculated field in Millennium and is not stored. The formula provided here
explains how to take the current date and subtract the hire data to get the number of days the

employee has been employed.

Note: The Length of Service figure returned on the report may not be accurate for all employees if
they have an adjusted seniority date of rehire date.

(int((datediff("'d" ,ee.hiredate,now))/365.25))

This formula will display the length of service in years based on the employees hire date. The length
of service in this formula reports the number of dates between the hire date and the current date.

Add Dollar Sign ($) to Amounts Field:

Example: “$”& ee.Current(“E”,’Reg”).amount

Display Check Dates:
Sys.DateStart (check date) or Sys.DateEnd (check date)

Multiplying Figures Together:

In the field column, put * and then the amount you want to multiply by after the information in the
field. Example: ee.cytd(““T”’,”FUTA" ).taxable*.008

4-2
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Report Writer Tips & Tricks
Using Code Groups
Hiding a Field:

If you want to hide a field that you don’t want to show, but you need it for a filter of something, make
the field length = 0.

Using Code Groups

Code Groups can be used for grouping several different deductions, earnings, and/or codes together.
These groups can then be used on your reports to show the total hours or total amounts in the code

group.

Setting Up a Code Group

Code groups are set up in the Code Group Table located on the Misc Tables Tab in Company Setup.
Before proceeding please call usto make sure that you are setup to transmit new code groups to us.

Deductionsl T axes I Bank .t'l'«cctsl Depts l Jobs I F'usitiu:unsl B enefit .t'-‘u:u:ruall Freq Cndesl Report Groups
Demoographics I Mz Info I Mizc/Dates | tdare Info I Transfets.-’Ta:-:I Inpuat I F'ackoutl Deli\-'er_l,ll E amingz
Processing Misc Tables |.-’-‘«genu:y Ehksi Ealendari Eustomi Billing | Billing Detaili Company De[aultsl Uzers

Cable I Code Group YD

Code Description InclExcl :I
Dedz §Dis__r_;u_u:_u_§able Income
Eligibl=Earning ‘Eligible Earnings

Garn Earn iGarnishment Earnings

:Minimum Wage Earnings

r-.lTl.r'f-J_?geEarns i
p |PTO Codgs___ Paid Time Off Codes (Sick, Wac) |
| [Ynian Eligikle Umign :
“ac Eligible “Wacation Accrual Earnings
* ; =
Figure 4-1. Setting Up a Code Group
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Report Writer Tips & Tricks

Using Code Groups

To create a new code group, go to the empty bottom line in the grid and enter the following

information:

Code Enter a code for the group. The code can contain letters, numbers, and spaces.
Make the codes short and descriptive.

Description Enter the text that describes what the code group is being used for.

Incl/Excl Incl/ExclThis box is checked if all new deduction, earning, and/or tax codes created
for the company are automatically included in the roup. This check box can also be
accessed in the code groups properties (described next). We recommend modifying
the check box on the property page and not on the screen shown above.

Table 4-1. Creating a New Code Group, Entry Information

To select which codes are included in a group, select the group by placing the cursor anywhere in
the Code or Description Fields for the group and pressing the Properties... Button on the bottom of

the screen. The Edit Code Group Dialog will appear.

Edit Code Group 3

Code Group IK

Codes Included In Group:

Drescription |4EI'I (k] Eligible E armings

YWhen you add new earming, deduction, or tax

codes to the system, they are:

¥ Automatically excluded from code group
™ futomatically added to this code group

Thiz code aroup will contain:

¥ Eamings [zelect fram list]
[T Deductions [zelect fram list]

[T Tawes [zelect from list]
[T Al Direct Deposits

[w]E-Al - Auko
[WwE-2UTO - Auto Allowance
[w|E-B - Bonus

X
- .
[W[E-35P - 3rd Party Sick Pay |

(w[E-Ch - Commizzion
WwE-DT - Double Time
["JE-FH - Floating Holiday
[JE-FU - Fureral

[JEAGTL - Group Temm Life
[]E-H - Holiday
[w|E-HSIMNG - Houzing
[wIE-L - Er 401k Match
[w[E -+ - Mizcellaneous
[w]Eddd - Mizc Addition
WE MDA - Medical Wa
[w]E-OT - Overtime
3_/_]E-F'EF| - Perzonal Time OFf

F_]E FE Hegular

Cancel

=

Figure 4-2. Settings, Editing a Code Group

If you want all new codes set up on the company to be automatically included in the group
select Automatically Added to This Code Group, if not select Automatically Excluded From

Code Group.

Code Groups can contain earnings, deductions, taxes, and/or direct deposits. To specify which types
of codes your code group will contain, check one or more of the four check boxes located on the

bottom left of the screen.
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Report Writer Tips & Tricks
Using Code Groups

The list on the right will display all the codes from the types you have selected. Place a check next
to every code you want INCLUDED in the group. Once you have selected all the codes you want,
press OK to save the changes.
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Report Writer Tips & Tricks
Using Code Groups
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Report Writer Exercises

Hire Date Report 5-2
Earnings Report 5-3

Objectives:

v/ Understand how to create a Hire Date
Report

v/ Understand how to create an Earnings
Report
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Report Writer Exercises
Hire Date Report

Hire Date Report

In this exercise we are going to create a report that will give us a listing of all active employees sorted
by month hired in 2002.

Report ID: HireDate

Report Title: Hire Date by Month

Fields on Report:
Field Type Heading Len |Dec (L/R
ee.lastName + “ + ee.firstName Employee List Full Name 30 0 L
ee.hiredate Employee List Hire Date 10 0 L
ee.rehiredate Employee List Rehire Date 10 0 L
Table 5-1. Fields on Hire Date Report
Sorting:
Field Description Sub Total
Month(ee.hireDate) Month Yes
Day(ee.hireDate) Day No
Table 5-2. Sorting Hire Date Report
Filtering:
Field Comp Value And/Or
ee.empstatus = “A” AND
ee.hiredate > #12/31/2001# AND
ee.hiredate < #01/01/2003#
Table 5-3. Filtering Hire Date Report
5-2 Introduction to Millennium
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Report Writer Exercises
Earnings Report

Earnings Report

In this exercise we are going to create a report that will display an employee’s regular hours and
earnings by week with Filters and Sort Order Options.

Report ID: Earnings

Report Title: Earnings by Department

Fields on Report:

Field Type Heading Len | Dec | L/R
ee.id Employee List Emp Id 6 0 R
ee.firstname Employee List First Name 15 |0 L
ee.lastname Employee List Last Name 25 |0 L
ee.ccl Employee List Department 10 |0 L
ee.Current(“E”,"Reg”).hours Employee List: Current Regular Hrs 12 |2 R
ee.Current(“E”,"Reg”).amount Employee List: Current Regular Amt 12 | 2 R

Table 5-4. Fields on Earnings Report

Total: Regular Hrs — put check mark in the total column
Regular Amt — put check mark in the total column

Sorting:
Field Description Sub Total
ee.ccl Department Yes
ee.id EE# No
Table 5-5. Sorting Earnings Report
Filtering:
Field Comp Value And/Or
ee.empStatus = “A” AND
Table 5-6. Filtering Earnings Report
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Report Writer Exercises
Earnings Report
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Standard Reports

Standard Millennium Reports 6-2
Report Groups 6-2
Printing Standard Reports 6-3

Changing Properties of Standard
Reports 6-3

Reporting Period 6-4
Data To Include On Report 6-4
Standard Reporting Tips & Tricks 6-6

Objectives:

v/ Understand how to run standard system
reports

v/ Understand how to use Report Groups

v/ Understand how to change properties on
standard reports
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Standard Reports
Standard Millennium Reports

Standard Millennium Reports

Millennium comes standard with a library of payroll and HR reports. These reports can be used as
is or can be customized to meet the needs of your organization. Along with the standard Report
Library, Millennium includes a built in Report Writer that can be used to build custom reports.

To get to the Report Library in Millennium click on the Reports Button from the

Eﬂ-ﬁ,ﬁ Main Menu.

Reparts I Repart Graups

Available Beports... Reportz in Qusue
Repart 1D | D escription |_:_! Fiepart 0| Description |
CaonLabor  Labar Distribution Inputfks  Input Worksheet
ContEduc  Continuing E ducation Labar Labor Distribution Report
ODSetup  Direct Deposit Setup Redi'td Paproll Register

DredList Deduction Listing Surmrmary  Payoll Summary Report
DedM ot Deductions Mot Taken
DedRecur  Recuring Deductions
Deliverny Delivery Report
Demaogra... Demographics
Depend [Dependent Listing
DeptSumm  Department Summany
Diagl Diagnostic Repart 1 |

Diagl2 Diagnostics Repart 2 << Remove >
DirDep Direct Deposit A epaort
EarnlLizt E arningz Lizting

EEMonth  Emploves of the Manth 4 | | pJ _
EEOCount EED Headcount
EEODetail EED Detail : :
Fimkn A Yazre of Candica Li Print | Print All |
: Current Printer = Clear Queus
Add By Edit R/ iEheCkS —j r dafter Prirting

Figure 6-1. Millennium Report Library

Report Groups

The Report Groups Tab is useful for putting your most commonly used reports into custom groups.
To make a new Report Group click on the Report Group Tab, then click on New. Type a name for
your Report Group and click OK.

New Report Group 5!

MHew Repart Group Mame
!My Report Groug|

Ok I Cancel |

Figure 6-2. Naming a Report Group
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Standard Reports
Standard Millennium Reports

To add your reports to this new Report Group, highlight the report on the left under available reports
and click on the Add Button. To remove a report from your Report Group click on the Remove
Button.

To print reports from your report group, highlight any report in your group, right click and on the

pop up menu click Print Report or you can also just highlight the report and click the Print Button.
To print all the reports click the Print All Reports Button.

Printing Standard Reports

1. Highlight the report you want to print on the left side under available reports
2. Click Add (This will add the report to the Reports Queue)

3. Highlight the report in the Reports Queue

4. Verify your Current Printer Option is set to the Reports Printer

5. Click Print

To Preview a Report:
1. Right-click on the highlighted report in the queue

2. Choose Print Preview from the pop-up menu that appears

Changing Properties of Standard Reports

Once you have added the report to the Reports Queue, you can change its properties. You can select
dates and ranges for which you want the report to run, choose the way you want to sort the report,
and add page breaks where you wish.

To change the Properties of a Report:
1. Highlight the report in the Reports Queue
2. Click on it with the right mouse button

3. Choose Properties from the shortcut menu that appears

There are three main tabs to change report Properties. The first tab, the Data Selection Tab lets
you select the dates for which you would like to run the report.
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Standard Reports
Standard Millennium Reports

Report Properties - Labor - Labor Distribution Report _"Jll

Diata Selection | Dizplay Prnpertiesl Subtatals/Breaks | PreProcess SDLI Post-Process SDLI Additional Fu:urmula$|

— Reporting Period

Use Default Dates I = Ovenide Dates o Dt Bigeesl
{* Most Recent Pay Perind ¢ Quarter 1 Beginning Date - [10,11/2002.200210101 - |
™ Current Month " Quarter 2 .
Ending D ate 10411 A2002-20021 0 -
" Current Quarter " Quarter 3 g |||_|,1'|;[_||_|‘ LU —l
" YearToDate " Quarter 4 Mote: [f you uze Quarter 1 - 4, pay cloze attention to pearl

—Data To lnchude On Report
From Thru

Range 1 I ;I I ;I L.;c.kupl | vl Lookupl
Range 2 I ;! I j Lnokupl | "l Lu:uokupl

Filker | vl
The debug buttan to the right helpz you to Debugl

diagnose problems with yaur repart writer reports. .

0k Cancel Ay Help

Figure 6-3. Selecting the Date for a Report, Data Selection Tab

Reporting Period

If you need to choose different dates than those offered, select Override Dates and choose the date
span you need using the drop-down menus for Beginning Date and Ending Date.

Data To Include On Report

With standard reports in Millennium you have the ability to do some filtering. Using Range 1 & 2,
or the Filter Drop Down you can specify what data you would like to include on your report.

The second tab, the Display Properties Tab, allows you to make changes to how the report is
displayed and printed. You also have the option of exporting the report to a file format like Excel.
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Standard Reports
Standard Millennium Reports

Report Properties - Conlabor - Labor Distribution . 2=

Data Selection  Display Froperties | 5uhtntaIsHEreaksI Pre-Process SIJLI Post-Process SIJLI Additional Formula$|

Report Title Repart File ~ Display Options
|_abor Distribution| IConLahor.rpt = -
v Show Page Mumb Shaw L
Fepart Sub Title Fiepart \Writer etk SR
| ||:F|W 5.0 LI ¥ Show Date I+ Shaow Time
Report Type V¥ Shaw D
|F|eport j [~ Group Tree
— Print Dptions

Owerride Period Begin D ate Owerride Period End D ate

I o I o, " Parfrai Paper Size Copies
¢ Landscape |Letter j" 1 ﬂ

— Export Option — Printer Optionz
Export Format
E £+ Simplex I Collate
Eeot | o] _
Report o ' Duplex - Vertical
Erport Destination " Duplex - Horizontal
Expoit o Ihput Paper Bin HF Output Paper Bin
I I.f-‘«utn Select LI | 1] ﬂ

] I Cancel | Apply | Help |

Figure 6-4. Display Properties Tab

Display Options
Using the checkboxes, you can choose which features you want displayed on your reports. To turn

off a feature, uncheck the appropriate box.

Print Options
Under print options you can change the orientation of the page layout. You can also change the size

paper you are printing on.

Printer Options
With printer options you can make adjustments to your printer settings here. Usually these options

are set up when you set up your printer when Millennium is first installed.

Export Options
Within each standard report you have the option to export it into a file. Some reports will export

better than others. There are a variety of file formats to choose from.

To export a report choose the export format you would like from the drop down menu. Under export
destination choose Disk File. Next you need to tell Millennium where to export the file. For example,
if you choose to export a report as CSV w/headings you would type in C:\Nameofreport.csv. Be sure
to always in include the file extension that matches the export format you selected.
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Standard Reports
Standard Millennium Reports

The third tab, the Subtotals/Breaks Tab, allows you to choose how your report is sorted. You can
decide if you prefer a detailed or summary display as well as where the page breaks appear.

Report Properties - Labor - Labor Distribution Report _""Jil

Data Selectioni Display Properties  Subtotals/Breaks | Pre-Process SIJLI Post-Process SIJLI Additional Fu:urmula$|

Sart Order |DeptName vl Feport Options Code !D'] vl

— Subtotals ~Page Breaks
" Detail - Show Emplovess & Mo Page Breaks
" Summary - Suppress Employees " Page Break Before Totals
= Custom [zee below] ' Page Break Before and &fter Totals

" Custom Page Breaks [see below)
¥ Show Employees " Before Each Employes [T &fter Each Emploves
Before Each Department T After Each Departmert

efore Each Location [T After Each Location
efare Company Totals

W Show Department Totals [
¥ Show Location Totals =i
W Show Compary Totals =

0k I Cancel Smply Help

Figure 6-5. Subtotals/Breaks Tab

When you finish making changes to the report properties, click OK. Your report should remain
highlighted in the Reports Queue. You may now print the report with your specifications.

Standard Reporting Tips & Tricks

® Do not change the properties of a report that is still in the Available Reports List. You
should always add the report to the Reports Queue before changing its properties.

®  When you are overriding dates for a report, click on the drop-down menus in the
Beginning and Ending Dates boxes and choose your range of dates from those listed there.

®=  To print only the total page of a report, right-click on the report in the queue. Choose
Properties from the shortcut menu. Select the Subtotals/Breaks Tab. Under Sort Order,
choose Name. Under Subtotals, choose Summary — Suppress Employees.
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