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Payroll Summary by Department 
 
4. Save and Run the Report 

 
Select  " Save "  to retain selected report parameters.   
 
Select  " Run "  to run the report and to access the Process Scheduler Request 
page.  

 

 
 
 
 

5. Set Up Process Scheduler Request Page  
 
      The following options exist for 
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Report Manager - Access Report  

 
• To view the report, select the file name … wtec034_xxxxxx9.PDF 

 
• To drop the report into Microsoft Excel, select the file name … 

wte034_xxxxxx.csv 
 

 

 
 
Report Manager - Print Report 

• To print the report, select the     icon.   
 

Or, select File > Print. 
 
 
 
 
 
 
 
 
 

 
 


