FIREHOUSE USER MANUAL

Exporting a Payroll Data File

The following instructions detail how to export payroll information from Firehouse and save the results as an ASCII text file
that can then be imported into the Springbrook payroll system.

Payroll Q&A Using the Springbrook Employee Time Sheet
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After Secretary (Patti’s) Reports opens, double click on the
Springbrook Employee Time Sheet or highlight Springbrook
Employee Time Sheet and click on the Run button to start using
the report.

After selecting the needed Springbrook Employee Time Sheet report, the
Output Report To screen will open up.

Select the Default Printer option and then select the OK button to print the

report.
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After clicking on the 3-dot box, the calendar
screen will open. Double click on the dates
you wish to enter into the Selected Dates
field.

An alternative method is click on the dates
you want and then use the > arrow button
between the calendar and the selected dates
field to move the dates over.

Once the two dates have been selected, click
on the OK button to return to the query
parameter screen.

Once you return to the query parameter screen, select the Run Query button. The report will now be sent to the printer that

is set as your specified default printer.

When you are satisfied that payroll information for the pay period is correct, proceed to Step 2 to continue exporting payroll
information out of Firehouse. If you encounter problems with any payroll information, go to the appropriate staff activity

record and correct the problem before creat

Creating the Payroll File

Time

Sheets button.

Fayrall
ey

ing the export file.

Find the Payroll Query button located in along the left side of the screen and select it with the left mouse

The query is designed to automatically calculate a two week payroll period, based from the date the query is
run. It is important that the query be ran on a payroll Monday otherwise the query results will be incorrect.
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Select a Query
I Employee Time Sheet (&) j Mew Query Query Properties
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01160227 CallE ack-FireOTxx ES 9.00 “Wages
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01160457 10 13200 will appear with two weeks’ worth of payroll
01160457 N 24.00

01160457 N 24.00 data :
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After clicking on the printer icon, the Output Query To screen will open
up. Select the Other File Type button and leave the file output as ASCII
File (Comma-Delimited).

To save the file in the proper location, select the File button.
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. Operational Guidelines
. Outlook
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File name: I j
Save as type: IAII Files (*.*) j
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| swveas x|
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Organize ~  New folder 4= - @

J Hydrant Lists Al Name - | Date modified | Type
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. JPR's

| Local 1821 Type the file name Current-Payroll in the File
_ :ajr::g‘f‘”“es Name: line and then select the Save button.*
. NFPA-1952 FOR HOSE J
et *If you have previously exported a payroll file,
| Cperational Guidelines the Save As screen may open in the correct

Outlock fO/der.

. PayrollQueries

) Peer Fitness Files LI | | LI

File name: I Current-Payrol j

Save as type: |El]

* Hide Foldersl Save gl Cancel |
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Select Output Type
€ Soreen

" Default Printer

' Select Printer...

= HTHL [Graphical]
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% Other File Type...

Dezcription of Selected Output Type

Directs output to & comma-delimited A5C11
file [TT).

ASCI File [Corrma-Delimited) j

[™ Send File via Emai [~ SendFile via FTP

II:'\F'a_l,JmIIQueries\Eunent-Pa_l,lmII.TXT

ak hl Cancel |

After you have clicked on the Save button in the previous screen, you will
be returned back to the Output Query To screen.

Select the OK button to finish the process of saving the data export file.

ry - Employee Time Sheet (A) o ]

Select a Query
I Emplayee Time Sheet (4] j Mewe Query Buery Properties...

Employee Mumber Task Code Payroll Code HrzPaid  |Rate Code Task Code Type =

T o After the file is saved, a screen will open up
UiB0z7 L informing you that the file has been created.
o11e0227 CallBack-FireOTxx ES .00 W ages

ey x|

il B Select the OK button to close this screen. Next
01160457 '0" File I: \PayrollQueries\Current-Payroll. TXT has been created. select the Close button on the query screen to
01160457 =

g close out the query results screen.

01160457 oK

01160457 . . . .

- = — You are now finished with the Firehouse

””Is”ml 51 240 B export part of the payroll process.

1 »
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Once you have completed exporting the payroll file, you will be ready to import the payroll records into the Springbrook
system; reference Importing Firehouse Payroll Data Files into Springbrook
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