The TimePilot system:
E-mailing an extracted pay period

Occasionally, you may need to e-mail rExpu,-t Transactions W

your pay period data to someone (for

example, from a business’ remote Note:

office to the home office or from your This utility exports transaction data to a file for importing

business to a TimePilot tech support into another TimePilot system. This is useful for

specialist). transporing data from this location to another location for
processing.

Here’'s how to do that:
All transactions within the currently open pay period are

1. Start Transaction Manager. exported to the location specified below.
2. Open the pay period you wish to Export File

export. It can be your current

transactions or an already- Installation Location Name: [ in

extracted pay period.

|u::'\TimeF'iIu:ut'\T.MEXF'EIHT'\Main.TF‘D
3. Click File > Import/Export

=]
Transaction Data > Export
TimePilot Transactions. Export

3. The box to the right will pop LV
The file will be saved to this
location; if you want to save it
someplace else (your desktop, for Clase

instance), indicate the correct
location. Click the “Export” button.

4. The transactions or pay period will
be exported into a separate file in
the location you specified and
you'll receive a message saying
the transactions were exported
successfully. Click OK to close
the message and Close to close
the Export Transactions box.

5. Now start your e-mail program,
attach the file to an e-mail and
send it.
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