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1. If the report is a favourite, select the Favourite Report Quick Links and

<Double-click> the desired report. e
Quick Links 1
Favourite Reports
T
2. If the report is not a favourite, select the Report *ﬁ
QUiCk link: i Fle View Tables Wizards Reports
Quick Links 2l

/ o,
Archived Hours

Agenda Summary

= -

# Pay Period Totals

or, select File, then Reporting and click on Reports...

EEi_Ie[ View Tables Wizards Advanced Hardware Help

0 Calculation...

( Personnel...
Planner...
Absence Management. .. ease select from your agenda options liste
Adjustments. .. | Online Information

g}time-.wm&® Community, latest news &

| Realtime Locator...

Reporting > | | Reports...
I Export » ‘ \Working Time Regulations... 1
Log OFF - admin [=] (8] Outstanding absence and holidar
| Exit Alt+F4

| Adjustments
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3. The Accessible Reports appear on the right side of the report screen.

timeware® Reports

‘ Report Templates

Accessible Reports

® Do not show hidden reports and folders
O Show hidden reports and folders

ports and Folders
Absence and Holidays
Access Control
[+ [Attendance
&= Bespoke
# @Pev&unnel
{7 |Planner
[ Roll Call
(-7 System

(-~ Reports and Folders
Aichived Hours
q Nelson Pay Period Totals [Not Equal to Target)
[ | Pay Period Totals
[ | Planner (Detailed)
Planner
[ | Weekly Hours Worked

4. <Double-click> the report to display the report on the screen or

<Right-click> and select Print to send the report to your default

printer.

timeware® Reports

Report Templates

Accessible Reports

® Do not show hidden reports and folders
‘O Show hidden reports and folders

E:-,Hepovls and Folders
Absence and Holidays
Access Control
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[#-{|Personnel

[+ ESyslem

[Reports and Folders

< Archived Hours
Monthly &bsence and Holidau Chart!
~| New folder

. Add to Favourites
Ol Delete

Rename...

. Example
@: Print preview. ..

Properties. ..

Training module: m-08-130 Running a timeware® report...

timewar‘:‘m




- @
timeware

5. Next, the following message will appear at the top of the Report
window. If the report has a lot of data to process, This step may take
several minutes. Please be patient!

timeware® Reports, generating report please be patient...

6. If you select to print the report, the report will sent to your default
printer. If you chose to display the report, the report will appear in
your default report viewer window:

timeware® Report Viewer - [Monthly Absence and Holiday Chart]
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7. You have now successfully run a timeware® report.
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