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Reports 
How to print a Quick List Report?  
 
The Quick List report is a report that allows for user customization. You can select a total of three 
financial and/or fixed employee information fields to reflect on the report.   
 
This report can be printed for the current pay period, month-to-date or year-to-date values. This report 
can also be consolidated for the companies selected and be saved for future use. 
 
To access the Quick List report, your password must be set to Level 5 for Report Print Level (1st100) 
on access control. If you make use of Zone Codes in the company, then only employees for the Zone 
you have access to, will print. 
 
 
To run the report, please do the following: 
 
• From the Main Menu, click on REPORTS select CONTEMPORARY REPORTS and then QUICK 

LIST REPORT. 
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• Initial Print-time Selection Screen 
 
The blue message displayed on the screen explains that all selections on Analysis Codes will be 
compared to the employee’s current Analysis Codes as defined on his/her Basic Employee 
Information Screen (Analysis Details tab) or Cost Screen, and not to any Analysis Codes the 
employee was previously linked to.  
 
• Make the required selections and then select Continue. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Print Range: 
 
This will determine which employees will be included in the report. Up to three print ranges can be 
selected from the list below. The fourth selection can be on Employee Code. 

• Department 

• Pay Point 

• Category 

• Job Grade 
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• Job Title 

• Cost Department  

• Cost Centre 

• Zone Code 

• RSC code 

• Manager 
 
If an Analysis Code is selected for the print range, then you can either type in a valid code or click on 
the look-up button next to the “From” and “To” fields to select the specific Analysis Code. 
 
Sort Control Fields: 
 
This will define whether the information in the report must be sorted by any of the following: 

• Department 

• Paypoint 

• Category 

• Job Grade 

• Job Title 

• Cost Department  

• Cost Centre 

• Zone code 

• RSC code 

• Employee Name 

• Employee Code 

• Manager 
 
Up to three levels of Sort Codes can be defined, either with or without totals. No page breaks can be 
accommodated in this report format. 
 

• Second Print-time Selection Screen 
 
The following screen allows you to create a new report or to use an existing report previously saved. 
There are no pre-defined reports, but redundant reports previously saved, can be deleted on this 
screen. 
 

• Create a new report or select an existing report and then select Continue. 
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This is an example of 
an existing Report 
 
 

To create a new report you will 
need to change the N to Y and 
then select Continue 
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• Third Print-time Selection Screen (for each column) 
 
The following three screens allow you to select what you want to print in the first, second or third 
columns of your report. Not all three columns need to be defined. You can select fields from the 
following 6 groups:   
 

• Earnings 

• Deductions/Company Contributions 

• Taxable Benefits (Perks) 

• Calculation Screen  

• Own Screen  

• Fixed Information 
 

If you selected an existing report, the fields previously selected will be flagged, but can also be 
edited at this point. 
 
 
Select 1 of the 3 selections you require and then select Continue. 
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Make the 2nd selection you require and then Continue 
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Make the 3rd selection of the 3 selections allowed. Then select Continue. 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• Fourth Print-time Selection Screen 
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Make the selections required and then Continue 
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Report Selection 
Field Description 
Include Terminations? If this option is ticked, all employees terminated in the current 

and previous periods will be included, as well as current 
employees.   
 
If this option is not ticked only current employees and current 
terminations will be included. 

Include Totals for this 
report? 

If you selected to print totals according to the sorting as 
defined on the previous selection screen, this option will default 
to a tick. However, the default tick can be removed at this point 
and totals will no longer be printed for this report selection. 
 
If no totals or sorting was selected on the previous selection 
screen, you can select to print totals on this screen.  
 
Totals will only print for financial data and not for fixed 
employee information. 

Create CSV file? If this option is ticked, a CSV file will be created after the print 
preview has been closed. This file can then be opened in MS 
Excel for further manipulation.  
A message will be displayed, indicating the name of the file as 
saved in the VIP directory. 
No totals will be included in this file. 

Include Multiple Companies? If this option is selected, a Company Selection Screen will be 
displayed where you can select the companies to be 
consolidated. 
 

 
 

As with all consolidated reports, the companies 
must have the same Earning, Deduction, XS and 
OWN Definitions set up to consolidate 
successfully. 

 
If you do not have access to any of the selected companies, 
the following message will display: 
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If you select <Yes>, the following Audit report will print, 
indicating whether you exist in the company and whether you 
have access to the fields selected in the report: 

 
 
 
 
Once you print or close this Audit report, the report will print 
ONLY with values for companies to which you have access. 
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Current Values / MTD+ 
Values / YTD+ Values 

Select which values for financial figures must be printed on 
the report. 

Report Selection(cont.) The selections made for the 3 columns will be reflected here. 
This allows you to determine whether the selections made 
are correct and assists you in providing an appropriate name 
for the report. 

If you want to save this 
report for future use, 
provide the following 
details: 

You need to assign a unique report number and a report 
name.   
 

• If the report number already exists: 
 

•  
•  
•  

 

   

 
<Yes>  = Overwrites the existing report. 
<No>   = The number must be changed in order to 
continue. 
 

• If a previously saved report has been selected to print BUT 
changes have been made to any of the fields selected for 
the columns or to the Current, MTD+ or YTD+ values, then 
the following message will be displayed: 
 

 

 

 

 

 

 
<Yes> = Overwrites the saved report with the 
new    selections. 
<No> = Prints the new selections but the new 
    selections will not be saved. 
<Cancel> = Returns you to the column selection 
screens    to make new selections or to 
close and     return to Main menu. 
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Report Printout 
 
A print preview of the report will be displayed, at which point you can decide whether you want to print 
the report or view it on screen. 
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