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Quarterly Employee Earnings Report

Select Reports from the menu bar.
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The following drop down list will be displayed. Select Employees & Payroll.
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The following drop down menu will be displayed. Select Employee Earnings
Summary.
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The report will be displayed. Modify the report dates to reflect the quarter
needed.

il Employee Earnings Summary
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Select the Refresh button. When complete then select print.

01/01/(Year) — 03/31/(Year) 1% Quarter
04/01/(Year) — 06/30/(Year) 2" Quarter
07/01/(Year) — 09/30/(Year) 3" Quarter
10/01/(Year) — 12/31/(Year) 4™ Quarter




