
COMMANDS

Page 1

Cell B2 is "Number of Decimal Places to use in Currency Format", Modify if you like ==>> 2

PC-File with "field titles as first 
record" which you have already 
transferred to your PC.

Excel sheet ZEM_Data    You can edit this sheet 
before Formatting it into sheet "ZEM_Rpt".

Import

Excel 
sheet 
ZEM_Rpt, 
ready for 
printing

Excel sheet "zWkRpt" contains the template for the 
report.  You can modify this sheet if you like, being 
careful to preserve the names of the cell-ranges
 ( which the formatting code makes use of ).

Format
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Business Expense Report

Name Employee Number Mailing Address

Advances

Date Reference Number Amount

1/1/1990

Total

Expenses

Category S M T W T F SA Totals

 10/2  10/3  10/4  10/5  10/6  10/7  10/8

Totals

Grand Totals

Total Expenses

Total Advances

Amount Due Employee

Signature/Approvals
Employee Signature Date Signature Date

        /  /         /  /
Supervisor Signature Date Signature Date

        /  /         /  /

1 2 3 4 5 6 7 8 9
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