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Procedure A:  Print the Employee Budget Detail 

Listings 

Step Action 

1  From the Business Applications Master Menu, select  (F5 - Budget System). 

The following screen displays: 

 

Step Action 

2  Select the appropriate option: 

   (F4 - Print Employee Budget Detail Listing: Employee Number Sequence) 

   (F5 - Print Employee Budget Detail Listing: Employee Name Sequence) 
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For Step 2 – F4 selections, the following screen displays: 

 

For Step 2 – F5 selections, the following screen displays: 
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Step Action 

3  Verify the literal SANDBOX is displayed in the title bar of the screen. 

4  For all employees:  Select Enter (Continue) and proceed to Step 8. 

For one employee:  Enter the employee number or select the drop-down selection icon   

within the Employee Number field to choose the employee’s information. 

For a group of employees: 

• Enter the range of employee numbers in the Employee Number fields. 

• Enter the employee number or select the drop-down selection icon   within the 

Employee Number field to choose the employee’s information, and enter the ending 

employee number in to field. 

5  Enter the payroll class code or select the drop-down selection icon   within the Pay Class 

field to select a specific payroll class code for the report, or leave the field blank to select all 

payroll class codes. 

6  Enter the payroll location code or select the drop-down selection icon   within the Pay 

Location field to select a specific payroll location code for the report, or leave the field blank 

to select all payroll location codes. 

7  Enter the status code in the Active (A) or (I)nactive, or (B)oth field to select those 

employees with a Status Code of active, inactive, or both active and inactive employees. 

Valid codes include: 

 A  - Active 

 I  - Inactive 

 B  - Both 

PCGenesis defaults to B (Both). 

8  Select Enter twice. 

“** Processing Request **” briefly displays.  
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The following screen displays: 

 

Step Action 

9  
To print the report via the Uqueue Print Manager:  Select  (Uqueue). 

To print the report via Microsoft® Word:  Select  (MS WORD). 

Where appropriate, follow the instructions provided in the Technical System Operations 

Guide, User Interface Procedures, Creating the Microsoft®-PCGenesis QWORD Macro 

for Report Printing to create the macro necessary to use the feature. 

10  Select  (F16 - Exit) or select  (Master) to return to the Business Applications 

Master Menu. 
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A1. Employee Budget Detail Listing – Example 

 
 

 

 


