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Employee Scheduled Hours Report 
[bookmark: _GoBack]NOT FINDING THIS REPORT OR SET UP FIELDS DESCRIBED IN ORIGINAL WORK INSTRUCTIONS. 
The Employee Scheduled Hours report is available if you have the payroll module. The report shows the employee’s current employment status, payroll department code, dimensions, and full-time/part-time status.
Set Up Employee Card and Full-time/Part-time Statuses
To add scheduled hours to the employee card:
1. In the Search box, enter Employees, and select the related link.
2. Select the employee to work with. 
3. On the Home tab, Manage group, select Edit.
EEO Reports
The EEO report creates the federal EEO-1 report required for equal opportunity reporting. Use the Equal Employment Opportunities Commission instruction booklet to help you set up the correct information for running the report. The booklet can be found at www.eeoc.gov/stats/jobpat/e1instruct.html.
To Set Up the Tables Used for the EEO Report:
1. In the Search box, enter Race, and select the related link.
2. In the Code field, enter the code for your race report.
3. In the Description field, enter a description for the code.
4. In the EEO Race Category field, use the pull down menu and select a category for the code. 
5. In the Search box, enter Office Location, and select the related link.
6. In the Code field, create a code for each reporting location within your agency.
7. Enter the appropriate information in the other fields. 
To Set Up the Employer Card for the EEO Report:
1. In the Search box, enter Employee, and select the related link.
2. Select the employee you want to update.
3. On the Home tab, Manage group, select Edit.
4. 


1   On the Payroll menu, click Employers. The employer card opens.

2   Select the employer card that you want to update.

3   On the EEO tab, complete the requested fields.

To Set Up the Employee Card for the EEO Report:

1   On the Payroll menu, click Employees. The employee card opens.

2   Select the employee you want to update.

3   On the General tab, complete the Gender and Race fields.

4   On the Administration tab, complete the EEO Job Class and Office Location fields.

To Run the EEO Report:

1   On the Payroll menu, click Documents | EEO Report.

2   In the Options tab, enter the start date and end date for the reporting year.

3   If the report should be marked as prepared at HQ, select the Reports Prepared at HQ check box.

4   If you want the last reporting year updated in the Office Location table, select the Update Last Reporting
Year check box.

5   Click PREVIEW. The report opens in the Preview window. To print the report, click       PRINT.[image: ]



For further information contact Vertex Support at (800) 536-3427 or support@vertexsystems.com. 
Vertex Systems, 460 Polaris Parkway, Columbus, OH 43082 
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