How to Guide...

WizHR

Creating Labels using the Report Wizard
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The following document is a guide on how to create labels/ID cards.

The first thing to do is check you have images for the employees. To open the image screen
select ‘Image’. If there is no image here, hit ‘Add’. This will allow you to add an image from
the computer or alternatively if you have avebcam attached to the P.C, it will open, for you
to take a photo of the employee.

o Wiztec Byisiness Suite - [Employee Images] i X
@ File Tgols View Staff T A Settings APreferences Reports & Letters  Help - & *®
G Isé-a'n\llmuw/ﬁruﬁm-rraln@:s'ﬁl 2 el &

/‘oyeelnages
%

J-‘«dd Edlt Delete Scan Save

Details | List 'ﬁt.tachment's:

Description |

-

i
m E mployment
WizHR
WizTime
WizAccess

WizPay
Time Reports
Time Setup

Class : Current, User : ADWMIN AllEmployees Total Employees : 314

Mo. of Employee Images: 1 | 120120161512 |

Once the photos of the employee have been added, save them. Next create the report.
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To do this select ‘Reports & Letters’ followed by ‘Create New Report’

° Wiztec Business Suite - [Employee Images] - >
° File Tools View 5taff T A Settings Preferences | Reports & Letters Help - 8 %
“ Cilcat “ 4B R v “I ms HI .E “‘ @E Display Report\Graph...  Ctrl+R

Create New Report...
@ Employee Images Create New Graph...
% {}, Mail Merge Letters... Ctrl+M
o & r:‘D [ 2 New Template...
Add Edit  Delete  Scan 5/  Absence Schemes Manager

 Details List ﬁttqchments-_ Absence Report

escton |

Check Minimum Wage
Costing Report

CSO Report

Current Status Report

Current time vs Clockings

Equipment Manager
Holiday Accrual
Lateness Point Report

Pay Code Break Down

T B A Settings Report
Training Manager
Training Skills Breakdown
Turnover Report
User Status Report

i
'@ E mplayment
WizHR
WizTime
WizAccess

WizPay

Time Reports
Time Setup

Hit ‘Next’

Report Creation Wizard

Wiztec Business Suite Report Wizard

T hiz wizard will help pou create a new repart and add it

< Back :_. Mext > l I Cancel
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As this is a new report select to ‘Use this Report Wizard’. Hit ‘Next’

Report Creation Wizard

Step 1 - Select method

Pleasze select how you would like to create your new report;

f* Use thiz Heport Wizard.

[1ze thiz option to quickly and easily create a new repart fram
zoratch.,

(" Create a new report based on the following report:
I

[1ze thiz option to create a new report that iz zimilar to an egisting
report.

(" Create a blank report and use the Report Deszigner
I1ze thiz option to create a report from scratch,. This methpd iz
more complicated but iz more flexible.

e

To create the label including peoples images, the report will need to include images and
master details. Select them and move them across to the “Selected Sections” box. Hit ‘Next’.

Report Creation Wizard

Step 2 - Table selection

Which Sections of Wizter Buziness Suite would you like ta repart on’?

Select the sections from the list of available zections and click the ' buttgh,

Availlable Sechons: Selected Sechions:

Hay Evaluations ~
Higtarizal Employes Schemes

Holiday or Absence

Haliday or Abzence D atesz

Indusztrial Action

Interview Azzeszment

Interview Details L

< Back l [ Mext > l I Cancel

Images
b azter D etails
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This report will need to include the Employee Number, Forename, Surname and
Images.Stretch. Hit ‘Next’.

Report Creation Wizard
Step 3 - Field selection

Which fieldz would vou like in vour repork?

Select the fields fram the lizt of available figldz and click the ' button.
would like them to appear on the repaort,

HIMT: Uze the up and down arrow buttons on the right bo get vour selected fields in the arder that v

Axailable Fields: Selected Fields:

b azter Detailz. Scheme Effective Date A

|mages. Stretch
b aster Details. Service Days To Deduct b aster Details. Employes Mumber
Mazter Detailz.Spare 1

b azter Detailz. Farenames
b azter Detailz. Spare 2 b azter D etailz. Surmame
b azter D etailz. Status
b azter Detailz. Supervizar

b azter Detailz. Tax Tope W

< Back l [ Mext > l I Cancel

= =

As you do not need to group this report, just hit ‘Next’ when on the Step 4 screen.

Report Creation Wizard

Step 4 - Group selection

Which fieldz would you like to group your repart by?

Grouping records dizplays headerz and footerz around records that have like values. Thiz clanifies
report, e.g. you may wizh to group absence records by the department in which they ocourred.

Select the fields fram the lizt of available figldz and click the ' button.

Axailable Fields: Selected Groups:

|mages. Stretch +
b aster Details. Employes Mumber —_—
b azter Detailz. Farenames

b azter D etailz. Surmame *

< Back l [ Mext > l I Cancel

© Wiztec Ltd, 2015 How To Guide/Groups



Wiztec

Business Suite

Help

Give the report a name and select which setion it should appear under. Hit ‘Next’.

Repont Creation Wizard

Step b - Name Report

The final ztage ig to name vaur report and add it ta the list of existing reparts. Thiz will enable
woul to quickly zelect the report in the future.

Report Title (50 characters masinmum];

|Em|:u|u:|_l.lee D Card

Section under which the report will appear:

Create Hew Section l

< Back l [ Next > l I Cancel

The report is now ready, hit ‘Finish’.

Repont Creation Wizard

Congratulations, you have created a new report!
Click the Finizh button to store your new report and add it to the list
aof available reports.

The report designer vill now be displayed enabling you to add the
finizhing touches ta your report.

Comprehenzive on line help iz available from within the report
designer, juzt click the " buttan on the tool bar.

'ou can dizplay your new report by zelecting Beports from
the: main screen menu,

< Back l [ Finizh l I Cancel
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Once the report has opened, delete items that wont be needed on the label, this would
include the title, the name of the company, etc.

Define Search Freview Report ]

0

Employee ID Card 2

Page Header

Stretch Employee Number | Forenames Surname

[Stretch] [Employee Number] | [Forenames] [Surname]

To be able to display the employees image, you will need to add the image box. To do this
go to ‘Define Search’.

T8 Shazam
File Edit

2 9= oo ol

I Lavout Page ] Preview Repart 1

IKEY SURNAME

GIMAGE FORENAMES

ADESCRIPTION MAIDEHHNAMI

STRETCH KHOWHNAS v

Elm

HEADER Stretch Employee Mumb Forernanmes Surname
TABLE images master maszter h
FIELD STRETCH STAFFNO FOREMA&MES  SURMAME
SHOW Show Shiow Show Shiow
SORT Mane Mane Mane Mane
FILTER 1
FILTER 2
FILTER 3
FILTER 4
FILTER 5
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To add the image select ‘GIMAGE’ under the image table and drag it down into the header
section.

C# Shazam Report Wizard: 8.2rw
File Edit View

6| 8 3o ml e

Define Search ll__a_l,lnut age | Preview Report |

images
STAFFHO -
IKEY SURNAME
FORENAMES
ADESCRIPTION MAIDENMAMI
STRETCH KNOWHMAS v

HEADER Stretch Emploves_Mumt| Forenames Surmame GIMAGE

TABLE images razter rnazher razter H
FIELD STRETCH STAFFMO FOREMAMES  SURMAME GIMAGE

SHOW Show Show Show Show Show

SORT Mone M ore Mone Moke Moke

FILTER 1

FILTER 2

FILTER 3

FILTEFR 4

FILTER &

The next step is to add the image on the ‘Layout Screen’ so that it will be displayed on the
report. To do this open ‘Page Designer’ by right clicking your mouse and selecting it.

Define Search  Lavout Page lEreview Heport]
—

R T T N R T R N O e o I R o R O S o R N -

o
- d
=
] &

E
s |1
=
-
-

e Stretch Page Designer ar Forenames Surname
a |- [Stretch] Edit Caption er] §  [Forenames] [Surname]
TN
— H Cut

- Copy

i Paste

& Clear

3 Select All
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Once the page designer opens select ‘GIMAGE’ and then click on the report screen. Close
the page designer.

Page Designer X
x| Loje -1 =@ O R e
Fields lﬁectinns] Ernperties] e
Stretch Calculate 3 -
Emplovee_Mumber * MNone _ BepotSetup |
Forenames
2umame Liaum Default Fant
GIMAGE
1 1 " Count
Help
" Minimum
" Maximum
v Auto Caption
" Awverage
I_ Etﬂ_lll On lup

To make sure the image is displayed correctly you will need to drag and resive the [GIMAGE]
box.

Employee Number Forenames Surname |
[Employee Mumber] [Forenames] [Surmame] |
Page Designer *

I Loje - 1=5or =

Fields l Sections ] Properties ]

Shetch Calculate
GIMAGE _ | Erplopes Ninber = Mone Report Setup
§GIMAGE] S H Forenames
Sumame " Sum Default Fant
GIMAGE
" Count
Help
" Minimum
" Maximum
v Auto Caption
" Awerage
[~ Stay On Top
[
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To make sure that the image is displayed correctly, go to ‘Preview Report’.

Define Search ] Layout Page

[0""'I""'""""2'""I"'"3'""I""'4""'I""'5" O S O
o
1
ki Stretch GIMAGE Employee Number Forenames Surname
z s Michelle
2
- True Krzysztof
3
= True Wark
4
5 True Gabor
5
- True Marcu

The next step is to change the layout of the report to a label style. Select ‘File’, followed by
‘Report Setup’.

C8 Shazam Report Wizard: 8.5rw
File Edit View

New .;‘1 | Arial ~|j10 | B_.I_.u|. = .

Open Report

eview Report 1
Save

SE"."EAS |||||||||||2|||||||||||3|||||||||||4|||||||||||5|||||||||

Export to Excel
Create PDF

Export...
Ernail Report

Report Setup
Printer Setup
Print Report GIMAGE Employee Number Forename
Email Setup [GIMAGE] [Employee Mumber] [Forenames

Preview Report

Close Report

'S
o
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The Report Setup screen will open. Select ‘label’, and click the ‘This is a label report’ box.

Report Setup
Page Label ] Gnd ] Options ]
Choosze current type of re

" This i andard report

f* This iz a label report;

When entenng label dimensions
manually. confirm that Paper
Size on the [Page] tab iz
cormeck.

Choose Standard Label Format

Ok
Top Margin Cancel
Left kargin
Label Height Help
Label 'width

Harizontal Gap

YWerticle Gap

Labels Acrogs

Labelz Down

The choose label format screen will open. Here you need to select the type of label paper

you are using, this is listed on the

papers packaging.

Choose Label Format

Avery 5096 Diskette
Avery 5097 Diskette Help
Avery 5180 Address

Avery 51681 Address

Avery 5162 Address

Avery 5183 Shipping

Avery 5164 Shipping

Avery 5165 Full Sheet

Avery 5196 3.5" Diskette

< >

Category [T E - 0K

Avery 5095 Name Tag r LCancel

'

x

In this case we use select Avery A4, followed by the type which is L7160. Hit ‘OK’.

Choose Label Format

LCategory |Avery Ad ﬂ

Awery JBS55 Address ~
Awery L7160 Address

Awvery L7161 Address

Avery L7162 Address

Avery L7163 Address

Avery L7164 Address

Avery L7165 Address

Avery L7168 Shipping

Awery L7413 Business Card

Awery L7551 Address

< >

pot

Cancel

Help
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You will be asked to convert this report to a label format. Hit ‘Yes’ followed by ‘OK’

Page  Label lﬁrid ]thiu:uns] oK

Choose current ~onfirm

Cancel
" Thizis a o a label format?
Help

B

i* Thisis a

When entering

.................................

manually. confi N No
Size on the [P4 A i : =

comect.
1 [abelE BoToes

a Choose Standard Label Farmat ] Labeals Diown

e

-1

You will now see that the report layout has changed to the label. Any Information that you
want included must be put inside the box.

]

/

- v

o

Label |

= Stretch GIMAGE Employee Number Forenames Surname

-2 [Stretch] [GIMAGE] [Employes Number] [Forenames] [Surname]

For this label, there is no need for the titles, just include the information, so inside the box
will be [GIMAGE], [Employee Number], [Forename], [Surname]. Drag and resize each box to
the size you require.

[GIMAGE]

Label |

[Employee Number]

Employee Number Forenames Surname

[Forenames] §Surname] .

. [Stretch]
Stretch

GIMAGE
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Hot ‘Preview Report’ to check the layout as you edit the boxes.

Define Sea[ch] Layout F'age] Wiew SHL
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This completes the guide on how to add images and make labels with the Wiztec Report
Wizard.
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