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                                                  Client Job Aid


Utilize Employee ID Expansion:

Clients should reference this Job Aid to prepare for Employee ID Expansion.  

This Job Aid provides the steps to accommodate the expanded EMP ID field through modification of a custom worksheet template, creation of a new worksheet template and R&R modifications. 

I.  How To Update Worksheet Templates for Expanded Emp ID:
You will need to update and save all worksheet templates to accommodate the expanded EMP ID field.  Otherwise, you will need to expand the field each time you enter the worksheet.  

	
	Activity Description

	1
	If you are using a custom template, select the template you want to update, otherwise, go to Step 2.

	2
	Move your cursor across the EMP ID column heading to the right until you get the up and down, side to side direction arrows.  Click and drag to stretch the column size so you can see the entire expanded EMP ID.

	3
	Click the Template button and then click on the Save As button as indicated in the below screen shot.
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	Name the template and then click the Save button.  The default template name is New – 001 and the default description is New Template.  You can change these names to whatever you prefer, see screen shot below.
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	If using a custom template, use the same template name and description and click the Save button.  You will then be asked if you want to replace the template with the current layout, select Yes.
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	You will then be brought back to the worksheet utilizing the new or updated template.  Repeat steps for all templates you need to accommodate the expanded EMP ID field.


II.   R&R Modifications

Some items to consider when expanding the size of your employee ID fields:

	
	Activity Description

	1
	Review output of reports to ensure entire ID length is visible.

	2
	If you are running reports using a list of IDs (such as out of check files), be sure to include the old and new IDs to capture all checks for a particular employee.

	3
	Since all R&R clients are unique, if you are having issues with modifying your reports, please contact your account manager or the R&R Support Line (925) 730-3650.
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