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:
Click on the Main Screen on: Personnel.

Select from the options in the yellow block: Printouts.

Select from the options on the right hand side in pink/blue: Print employee list:
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Various printouts are available under this option, but to print the Employee List, select
the “first" option in the grey/blue block: "Listing™:
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The Employee List will be displayed on the following screen from where you will be
able to print it:

All employees in senvice as at 18/08/2014 ‘ALL EMPLOYEE GROUPS :ALL EMPLOYEE GROUPS

Employee number and name Employeegroup  Time programme Status Mlocatedbutton 1D Mumber  Occupation
0155 SABA(Sinehemba) NELKSPAN SKIKTYD Insenice FT000012EEAER01 9104085877083 Algemens arbeider
0185 SABA(Siphamanda) DAGSPAN SKIKTYD Insenice 78000015BFA9F 301 8406075232082 Algemens werker
0191 SBALLA(SiumkoBen) KONTRAKWERK  BESTUUR Insenice 6708165674088 Drywer

0201 AJLAUGUSTUS (Ashnevoy Jade Lucious)  KOMPOS BESTUUR Insenice SADO001G93EE3001 3405035145035 Drywer

013 ERAUGUSTUS (Elistin Romeo) KOMPOS ALGEMEEN Insenice ST0000169501A001 690315533088 Operateur

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:

& Report Preview [FinePrint on FPRS:]
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& Report Preview [Finelrint en FPRS:]
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Close the printout by clicking ONCE on the cross/block at the top right corner of the

screen:
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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:

S E Al Employees20140918AT1042.C5V
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Save as type:

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



