
PRINT OUT : EMPLOYEE LIST

 A list of Employees that can be printed (or exported to PDF or Excel formats) is available.

To print the list, follow the steps below:
1. Click on the Main Screen on:  Personnel.
2. Select from the options in the yellow block:  Printouts.
3. Select from the options on the right hand side in pink/blue:  Print employee list:

4. Indicate the print order required.  The printout can also be sorted according to
employee group, company and date:

5. Various printouts are available under this option, but to print the Employee List, select
the "first" option in the grey/blue block:  "Listing":



6. The Employee List will be displayed on the following screen from where you will be
able to print it:

7. Indicate if the Employee List must be exported to PDF or CSV (Excel) by clicking
ONCE on the correct icon (for PDF or Excel) on the toolbar at the top:



8. Close the printout by clicking ONCE on the cross/block at the top right corner of the
screen:

9. Should the Employee List be exported to CSV, indicate where the printout must be
saved, for example, on the Desktop.  Click on "Save".  The printout will be saved on
your Desktop from where it can be opened in Excel format:

10. When choosing the PDF format, the printout will automatically open in PDF from where
it can be saved.


