Easy Time Clock Printing Instructions: Word Document Rev. 10/2008

How to print reports to a Word Document.

® Bring up the report desired and highlight the report using your curser. See Sample:

e Right click on your mouse to copy. Then open up a new word document.
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e Open up your word processor (Microsoft Word, Word Perfect, Open Office, etc).

2= Microsoft Office Word 2007
=

* File open, New and paste directly on the page. See sample.

Pay Period: 10/19/2008 - 10/25/2008
Employee: Sample Employee
Employee #.

Tax Status: None
Exemptions: 0

il

Mon 10/20/2008 | 9:00:00 AM|1:00:35PM| 4.00{Reg | 4.00 Reg | 4.00 Reg 400 RR
Tue 10/21/2008 |10:51:49 AM|4:07:08 PM| 527|Reg | 527 Reg | 927 Reg 927 RR
Thu 10/23/2008 | 7:51:20 AM|[4:00:30 PM| 8.15|Reg | 8.15 Reg| 1742 Reg| 1742 RR

Total Hours
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e If you need to adjust the page layout or setup, select Custom Margins or Page Setup.

b Home Insert | Page Layout References Mailings
n Colors = By3 ' =) Breaks ~
= 1L . -
£ Line Num
argins|Orientation  Size Columns

Fonts ~ ||

[Ceftects - . © - bEHyphenat | Custom Margins...
| - Last Custom Setting
< Top: 05" Bottom: 0.5°
W Left 05 Right: 0.5

Mormal
Top: i i Bottom: 17
Left: il Right: 17

MNarrow
Top: 05" Bottom: 0.5°
Left: 0.57 Right: 0.5"
I = Moderate
Top: ok Bottom: 17
Left: 075" Right: 0.75"

Wide

Top: 2 Bottom: 17
Left: r Right: 2°
Mirrored

Top: i Bottom: 17
Inside: 1.257 Outside:1”
(Office 2003 Default

Top: 3 Bottom: 17
Left: 25 Right: 1.25"

Custom Margins...

e Select “Landscape or Portrait” to fit the whole report on a page.

f Page Setup e M
Margins
Top: Bottom: 0.5 EI
Left: 0.5" & Right: 0.5 =
Gutter: 0" EI Gutter position: Left n
Crientation

>

Portrait Landscape
Pages
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Preview

Apply to: | Whole document n

Default... [ ok [ concel

® Click “OK” to make the changes, then print.
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