Easy Time Clock Print Instructions: Using Your Export To Excel Link

How To Print Reports Using Your Export To Excel Link In Easy Time Clock.

Rev 10/2008

The following are instructions on how to print all of the reports from Easy Time Clock using your “Export to Excel” link.

Print reports using the Export to Excel link.

In your reports you will see an “export to excel” link located at the top of the page.

See sample:
Export to Excel
e (Click on the link in the report.
File Download - Security Warning 8 ﬁ
Do you want to open or save this file?
@ j Mame: Reportindividual.xls
[Hl Type: Microsoft Office Excel 97-2003 Worksheet, 5.16KB
From: www.easytimeclock.com
Open ] [ Save ] [ Cancel J
i . | While files from the Intemet can be useful, this file type can
" G potentially ham your computer. f you do not trust the source, do not
= open ar save this software. What s the risk?
-
e Select “Open” to preview the print out.
Al - 5 | Pay Period: 10/19/2008 - 10/25/2008
A B C D E F G H 1 J K L

1 |Pay Period: 10/19/2008 - 10/25/2008 | Tax Status: None
2 |Employee: Joe Zellner Exemptions: 0
3 Employee #:
4 Date In Out Hours Type Day Pay Period Payroll Hours
5 Mon 10/20/2008 9:00:00 AM  1:00:35 PM 4 Reg 4 Reg 4 Reg 4 RR
6 |Tue 10/21/2008 10:51:49 AM  4:07:08PM  5.27 Reg 5.27 Reg 9.27 Reg 9.27 RR
7 |Thu 10/23/2008 7:51:20 AM 4:00:30PM 8.15 Reg 8.15 Reg 17.42 Reg  17.42 RR
8 Fri 10/24/2008 8:52:44 AM 11:23:04 AM Reg 2.52 Reg 19.94 Reg  19.94 RR
9
10 PTO Summary Total Hours Gross Pay
11 PTO Type Hours Used Available Hours Hour Type Hours  Pay Type Hours Rate Total
12 Regular 19.94 Regular Rate 19.94 $0.00 $0.00
13
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If you need to change from portrait to landscape settings, select Page Layout then Custom Margin.

Cin
|
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= Home Insert Page Layout Formulas Data Review WVie
T nCoInrs L |__'—‘_1,x I'_' 3 = [ =l
AE I || | B ! [ 1=
. [A]Fonts ~ =) j | j
Themes Margins| Orientation  Size Print Ereaks Background Print
~  [O]Effects ~ - - *  Areav Titles
Themes Mormal | n
Tap: 075 Bottom: 0.75°
Al Left 0.7 Right: 07- P8-10/25/2008
i Header: 0.3° Fooler 0.3° c
1 |PEI\|" Period: 10/ Wide t Status: None
2 Employee: Joe 7 Top: 17 Bottom: 1° smptions: 0
Ly Left: 15 Right: 1- P
3 Employee #: i Header: 0.5' Footer: 0.5'
4 In
MNarrow
5 Mon Top: 0.5 Bottom: 0.75" 9:00:00 AM
6 |Tue Left:  0.257 Right: 0,25 10:51:49 AM
| Header: 0.3° Footer 0.3
7 |Thu . F:51:20 AM
& |Fri o 2:52:44 AM
9
10 PTO Summary
11 PTO Type Hours Used Awailable Hours
12
13

Click on “Page Setup/Margins” tab and adjust the margins as small as you need. See Sample:

-
Page Setup @lﬁ
Page 5| Header [Footer I Sheet |
Top: Header:
0.5 = 0.5 [
Left: Right:
0.3 0.3 £
Bottom: Footer:
0.5 [ 0.5 £
Center on page
[T Horizontally
[ vertically
Print... l [PrintPrevieg] ’ Options... ]
[ OK. ] ’ Cancel ]
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Click on “Page Tab” select Landscape or Portrait if needed then click on Print Preview button.

Page Setup @Iﬁ
Page | Margins | Header Footer | Sheet |
Orientation
. ™) Portrait
Scaling
@ Adjustto: |100 == % normal size
I Fit to: 1 = | page(s) wide by | 1 =i tall

Paper size: Letter |E|

Print quality: | 300 dpi E

First page number: | Auto

Print... ] [ Print Preview ] [ Options... ]
[ oK ] [ Cancel ]
Print Preview Sample:
Print using your print option.
T b b T T b T T b T T
Pay Period: 10/19/2008 - 10/25/2008 Tax Status: None
Employee: Sample Employee Exemptions: O
Employee #:
Date In Out Hours Type Day Pay Period PayrollHours
Man 10/20/2008 9:00:00 AM  1:00:35 PM 4 Reg 4 Reg 4 Reg 4 RR
Tue 10/21/2008 10:51:49 AM  4:07:08PM  5.27 Reg 5.27 Reg 9.27 Reg 9.27 RR
Thu 10/23/2008 7:51:20 AM  4:00:30 PM 8.15 Reg 8.15 Reg 17.42 Reg  17.42RR
Fri 10/24/2008 8:52:44 AM  11:23:04 AM Reg 252 Reg 19.94 Reg  19.94 RR
PTO Summary Total Hours Gross Pay
PTO Type Hours Used  AvailableHours  Hour Type  Hours Pay Type Hours Rate Total
Regular 19.94 Regular Rate  19.94 S$0.00 5$0.00
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