Easy Time Clock Print Instructions: Using Your Browser Rev 10/2008

How To Print Reports Using Your Browser In Easy Time Clock.

The following are instructions on how to print all of the reports from Easy Time Clock using your browser print option.

In your browser you will see a print option available.

See sample:

¥ Easy Time Clock - Internet Explorer provided by Dell
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e C(Click on the printer icon located in your browser tool bar.
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e Select “Print Preview” to preview the print out.
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e View the page to see that it all fits on the page. Select the following options for page setup. Select “Shrink
to Fit” to view the whole page. The print default is portrait unless you change the setting to landscape.

o ———
o i

E;_. i’rint };:v
AL

i

d=h | &3 1Page View ~ | Shrink To Fit + |
T .Ea;}' Time Clock Bazz1 af‘l
Export to Excel

10/18/2008- 10/25/200 »  Sample

Pay Period: 10/19/2008 -10/25/2008 Tax Status: None
Employee.‘Sample Employee Exemptions: 0
Employee &

Date In Crat Hours | Type Day Pay Period (Payroll Hours

Mon 102072008 | 0:00:00 AM |1:00:35 PM| 400|Reg | 400 Reg | 400 Reg 400 RR

Toe 102172008 |10:51:40 AM|4:07:08 PM| 527|Reg | 527 Reg | 917 Reg o027 RR

Thu 18232008 | T:51:20 AM |4:00:30 PM| B15|Rag | 815 Reg | 17.42 Reg 17.41 RR

PTO Summary Total Hours Gross Fay
PTO Type |Hours Used | Available Hours ||Hour Type (Hours Pay Type |Hours| Rate | Total
Femular | 17.42||Regular Rate [ 17.42 | 50.00] 50.00
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Easy Time Clock Print Instructions: Using Your Browser Rev 10/2008

¢ If you need to change from portrait to landscape settings, select from the browser tools landscape.
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Landscape (Alt+L)

e Seesample:
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Exportto Excel

10/19/2008-10/25/2008 ~  Sample

Pay Period: 10/19/2008 - 10/25/2008 Tax Status: None
Employee: Sample Employee Exemptions: 0
Employee #:

Date In Out Hours|Type Day Pay Period |Payroll Hours

Mon 10/20/2008 | 9:00:00 AM[1:00:35 PM| 4.00|Rez | 400 Reg | 4.00 Reg 400 RR

Tue 10212008 [10:51:49 AM |4:07:08 PM| 5.27|Rez | 5.27 Reg | 927 Reg 927 RR

Thu 10/23/2008 | 7:31:20 AM |4:00:30 PM| 8.15|Reg | 8.15 Reg | 17.42 Reg 17.42 RR

PTO Summary Total Hours Gross Pa
PTO Type|Hours Used |Available Hours | |Hour Type [Hours Pay Type |Hours| Rate |Total

Regular |17.42||Regular Rate | 17.42($0.00 [$0.00

® Change Shrink To Fit to 70% to make the print smaller.
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Easy Time Clock Print Instructions: Using Your Browser Rev 10/2008

See Sample:

9 Easy Time Clock - Moxzilla Firefox
[ Print... l [PageSetgp...] Page: M 4 1 of 1+ M | Scale: [E?U% vH[-—' Pgrtraitl._,Landscape|

Easy Time Clock hitp://central . easyimeclock. com/Reportlndivi dual asp

Export to Exc sl
10/10/2008 - 10232008 Sample Employee

The Day column is set for 15 minute rounding

Pay Period: 10/10/2008 - Tax Status: None
10/23/2008 Exemptions: 0
Employee: Sample Department: Team 3
Employee #:
Date In Ot Howrs |Type Day Wealk PayPeriod |Payroll Hours | Notes

T-31:34 AM| 123901 PM (5h Bm|Res
10154 PM| 60540PM|5h 4m|Ree
" - T-18:51 AM| 123302 PM (5h 14m |z = e | e | A e | A
Toe 10142008 125434 PM| 55422 PM|5h Om|Res 10h15m Rez | 20h30m Fez | 20h30m Fez | 20h30m ER
. - T-20:52 AM| 10703 PM(Sh4Tm |Res
Wed 32 = - ez | & ez | &

Wed 10¥15/2008 12401 20| 34039 PM|2h 16m|Rez Bh Om Fez | 28h30m Feg | 280 30m Feg | 28h30m ER
T03:52 AM| 11750FM|6h 14m|Fez
15310PM| 63500FM |4h 42m|Res

T06:42 AM) 15342 PM|6h 4Tm|Fes
2:19:53PM| 63017 PM|4h 11m|Feg

T-13:25 AM| 123032 PM|5h 17m |Rez
10048 FPM| 342:19PM|4h42m (Reg

731 M 1258 PM|5 =z
Wed 10¥22/2008 1;1;;% é:'éﬂ:lg?}-i ;;:ﬁ Ea; 10h Om Feg [ 3lh Om Reg | Th30m Keg | Th30m ER

T-12:40 AM| 2:12:06FPN 2z
The 10¥23/2008 "}*C%‘[iih\i G'éljgf?\i,!mhlmg; 10h15m Rez | 41h15m Feg | B0h45m Reg | B0h45m ER

Fri 10/10/2008 10h15m Fzg | 10h15m Feg | 10h15m Fzg | 10h 18m ER

The 10¥16/2008 11h 0Om Eeg | 3¥h30m Fez | 3%h 30m Fez | 3%h30m ER

Fri  10¢17/2008 11h 0Om Eeg | 11h Om Feg | S0h30m Feg | 50h30m ER

Toe 10¥21/2008 10h Om Eeg | Z1h Om Reg | 60h30m Fez | 60h30m ER

PTO Summary Total Hours GrossPay
PTO Type|Hours Usad | Available Hours||Hour Type| Hours Pay Type Hours | Rate | Total
Haoliday b Om 0h Om||BEemlar |80h45m ||Regular Rate|80h 45m |30.00]50.00

e C(Click on the “Printer Icon” to print the page that is displayed.
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