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1. Select the employee(s).

[~ Orly Show Recards with Pending Losses
[~ Show Tatals in Hours Only

2. Click Bank Report.

3. Enter the year and select filters for the report and click Custom.
4. When the Custom Reports popup opens, click Edit.

5. When the Fast Report screen opens, Click on each of the items boxed in red below and delete them.
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6. Now, delete the vertical lines boxed in red in the next illustration and move the Bank Amount and Master Table in
the green boxes over to the left of the vertical lines that remain as shown by the green arrows below.
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To see how this screen looks after these changes have been made, move to the next page.
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7. Click the Preview icon in the upper-left. Az IEk Fopor
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8. Here’s how the finished report looks.
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Sample Logo l Sample Organization
Bank Report

Bank
Amount

Employee

Dallas, Texas
Administration
Jones, Wendy
Jones, Wendy
Jones, Wendy 10.000
Jones, Wendy

Jones, Wendy
Count in Administration: 10

Count in Dallas, Texas: 10

Seatle, Washington
Administration
Shmo, Joe
Shmo, Joe 5.000
Shmo, Joe
Shrno, Jog
Shmo, Joe
Count in Administration: 5

Count in Seatle, Washington: 5

Total Count: 15 Selected Year: 2013
Dizplay Mode: Hours




