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How To Run the DAR in One Page
Format



LeavePro'™ for VSDP Employers

Daily Action Report (DAR)

One time only
 In LeavePro, subscribe to the Action Report with desired date ranges including email notification

Each time DAR is delivered to your email
e Click through to the report from email notification
* In the spreadsheet, you will see all changes for the date ranges requested
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LeavePro'™ for VSDP Employers

Follow these steps if you need to print one
page per employee:

One time only
Subscribe to DAR in LeavePro with
desired date ranges including email

nOtlflcatlon gl ® ¥ g DARrepadt Dema - Excel T H - 8 X
m HOME |~ WSERT  PAGELAYOUT  FORMULAS  DATA  REVIEN  VIEA Powel, Tameka -
e D load the DAR late f : o o .
ownload the tem P ate from X G ks ==l o Swele  [tom 1 e | B B[] Do Ay
0 Copy - - e % v | | Comitonl Fornste| [ Vel et Dot ot 2 ot
portal ¥ parner B U -2 A EE ZMorgeliCenter - §-% 0 W4 F;:-.i;-:ufl- rurul::-” Gaod Ngutra . I.le-t ,el_n*.t Tc-_ st . f:-l:lcr :.-|:|&-

Clipbaard . Fant . Allgrment . Kumber ] Syl Cells Editing

* Note what folder you’ve saved the w i :
DAR template : : ' ' : '

Each time DAR is delivered to your email
 Clickthrough to the report from email

! [Employeeld  Employee First N Employee Last Name Agency Number Agency Name  Leave 1D Policy Type Last Dary Worked Claim Status  Benefit Start DatiBenefit End Date Est RTWDate  Claim Close Date Effective Dates
4 |WTEA0IE Tameka Powall 80021 REED GROUP 337654321234 5701 7/1/2015 Open 7/8f201% 73102005 8102015 0708/ 2015072
7 |WI3456789 NaTasha Grimes BOOZ1 REED GROUP 123456789096 5T0_1 7/2/2015 Open 732005 7/31/2m5 a10f2m3 07f03f 201507/

L3 ol . 10 | va5678901 Jill Dunn B0021 REED GROUP 367830123456 5TD 1 7/3/2015 Open 710/2015 7131/2015 Bf3f2015 0710/ 20050713

n Ot I fl C a tl O n 11 V34567830 Sally Kennedy 80021 REED GROUP 654320098765 5TD 1 7/6/2015 Open 7132015 71312015 81012015 0713/ 20050713
 Save as DARreport.xlsx to the same :
directory as the DAR template

* Open the DAR template and highlight
and delete rows rows 1-6

Dotument * i

remove these rows (1-6)
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LeavePro'™ for VSDP Employers

e Select the arrow in between row 1 and
column A, this will highlight the entire
table

* Now hover over the line in between
column A and B and increase the size of
column A, this should increase the size of
each individual column within the table

 All information should now be visible

Select arrow to highlight the entire table

Start
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VTROILIE Tarmeka Powell AD0EL AEED GRC 9.8BE11 5T0_1 102015 Open  7/8/2015 semuses aeusmy OTf0B/AT  100% OBf0L A% L]
(VIAEETE MaTacha Grimss 0071 AEED GRE 1.25F+11 5T0 1 7/22015 Open  7/9/2015 semusem sposme 0709 100% DRAOLSHE  A0M N
VASE7E3C 1IN Dunn 80021 AEED GRE 5.6BE#1LSTD 1 7/3/2015 Open sémsiss sesesss 5/3/1005 07/10/20  100% N
vaaseracsally  Kenmedy  BDOZI REED GRCG.SSE+11STD 1 7/6/2015 Open ewmmiser swmsesn anssmy 07/13/20  100% 08j0L/a0  100% N
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3 Copy = Fill
Past BT U y g - ditioral Format 00 N Delete Format Sort & F
¥ F -4 Fi ting = Tab Cle Filter
ipbod F - .
f v
A B C D E G i K v -
1 Enlplg'r.-e id___lemployes First Na Employes Last Nar Agency Number  Agency Name  Leave ID Pulicy Type Last Day Worked  Claim Status Benefit Start Date Benefit EndDate EstATWDate  Claim Close Date  Effectil
2 |WTES01234 Tameka Pawell 80021 REED GROUP 9.88E#11 5TD_1 7/1/2005 Open f8/2015 7/31/2015 8/10/2015% orfos/
3 |WIS6TES NaTasha Grimes 80021 REED GROUR 1.73E#11 5T0_1 72/205 Open 7faf2015 73205 8/10/201% orfos]
A |Vas6TEa01 a Dunmn B0021 REED GROUP 5.68E+11 5TD_1 7/3/2005 Open 7/10/2015 /312015 8/3/2015 o7/104]
5 |W34567890 Sally Kannedy 80021 REED GROUP 6.54E#11 5TD_1 F/6/2015 Open F13f2005 A5 B/10/2015 07131
‘ ERACE: TE053408450 COUNTIBE  SUM 133332E+12 ]
10
14
15

&) ReedGroup’
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LeavePro'™ for VSDP Employers

Highlight column F, and left
click to select “format cells”
 Select “Numbers” and change
to “0” decimal places, select
“OK”
e The full LeavelD should now be
displayed
select column F
select numbers
scroll downto O

H o = Q- DARreport Demo - Excel

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

s b Cut Calibri u e A o Wrap Text Genersl E F [F% | Normal Bad
pas LB CoPY " - - o Cundna\ Fum‘\;lai Good Neutral

e S romatpanter B L U - - A Merge & Center = $ - % » S8 3% Formatting« Table-

Clipboard w Font [ Alignment [ Number [ Styles
Hig - fe
A B C D E F G H 1

1 pl Id pl First Na Empl Last Nar Agency Number  Agency Name Leave ID Palicy Type Last Day Worked  Claim Status
2 V78501234 Tameka Powell 80021 REED GROUP 987654321234 STD_1 7/1/2015 Open

3 V23456783 NaTasha Grimes 80021 REED GROUP 123456789098 STD_1 7/2/2015 Open
4 V45678301 Jin Dunn 80021 REED GROUP 567830123456 STD_1 7/3/2015 Open

5 V34367830 Sally Kennedy 80021 REED GROUP 654321098765 STD_1 7/6/2015 Open
6
7
8
9
10
11
12
13
14
15
16
17
iE I:-
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gm Ex El > AutaSum - ';Y H
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Insert Delete Format
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J K
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7/13/2015 7/31/2015
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3 |vrsasems salisha i B AEED (RS 1388011570 1 W s Ogan E Bfinf 0 i
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Sort & Find &
Filter = Select »

Editing ~
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Claim Close Date  Effecti

8/10/2015 07/08/!
8/10/2015 07/03/!
8/3/2015 07/10/
8/10/2015 07/13/!
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LeavePro'™ for VSDP Employers

Save the changes, close the excel sheet, and
open the blank DAR template
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LeavePro'™ for VSDP Employers

Select the “Mailings” tab at the top
of the page "
Select “Select Recipients”

Select “Use an Existing List”

v a-

INSERT DESIGN PAGE LAYOUT REFERENCES |

m Rules

GS REVIEW

. — ) - Match Fields
Envelopes Labels  Start Mail  Select Edit reeting Insert Merge
- Merge~ Recipients = Recipient List = Merg s Line Field Update Labels
B2 Types Mew List.. Write & Insert Fields

Use an Existing List...
B3 Choose fram Outlook Contacts...

Daily Action Report

DARtemplate - Word

Find Recipient
Check for Errars

Preview Results

Employee Name: «Employee_First_name» «Employee_Last_Name»

VNAV #: «Employee_|D»
Today's Date: Monday, April 27, 2015

Agency Number

«Agency_Numbers

Agency Name

«Agency_Name»

Leave ID

«Leave_lD»

Atl Leave ID

wAtl_Leave_ID»

Policy Type

«Policy_Type»

Last Day Worked

«Last_Day_Workeds

Claim Status

wClaim_5tatus»

Benefit Start Date

«Benefit_Start_Dates

Benefit End Date

«Benefit_End_Dates

Est RTW Date

«Est_RTW_Dater

Claim Close Date

«Claim_Close_Date»

Effective Dates of Pay

«Effective_Dates_of Pay»

Rates of Pay

100%

Effective Dates of Pay

«Effective_Dates_of_Payle

Rates of Pay

BO%

Effective Dates of Pay

«Effective_Dates_of_Pay2»

Rates of Pay

PAGE1OF1 85WORDS [[¥

ﬁ;anggﬁ E ® e

605

Ed B -——F—+ 100%

- g X

Powell, Tameka ~

6PM |
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LeavePro'™ for VSDP Employers

The following should appear......

BHS 67 Q-
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW Powell, Tameka -

|j| E & B B B B3 Rules~ @ M rr o,

B Match Fields [0 Find Recipient

Envelopes Labels Start Mail — Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge ~ Recipients ~ Recipient List Merge Fields Block  Line Field - Update Labels | pegylts [ Check for Errors Merge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish L

baily Action Report
Employee Name: «Employee_First_name» «Employee_Last_Name»

WNAY #: « Emp=t B
Today's Datg Select Table M
Mame Description  Modified Created Type
S M Toocuments | 120000 AM 12:00:00 AM  TABLE
Agency N
Leave ID
Atl Leave [}

Policy Tyal| | , [ = | R
Last Day W First row of data contains column headers [ oK ] ’ Cancel ]
1 S

Benefit Start Date «Benefit_Start_Date»
Benefit End Date «Benefit_End_Date»

Est RTW Date «Est_ RTW_Date»

Claim Close Date «Claim_Close_Date»
Effective Dates of Pay «Effective_Dates_of_Pay»
Rates of Pay 100%

Effective Dates of Pay wEffective_Dates_of_Payln
Rates of Pay BD%

Effective Dates of Pay wEffective_Dates_of_Pay2»
Rates of Pay 605

PAGE1 OF1 85WORDS LJ% E BB -——F—+ 100%

—

.IAI. | I ey _u_l W
s ﬁ ‘l E ® : ; S 2

Select ok.....
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LeavePro'™ for VSDP Employers

or H 124
[ J . ..
Select the “Finish & Merge” at the top of the page By EditIndividusl Documents.
o H N 124
 Select “Edit Individual documents Bs Print Documents..
 The following should appear....... [ Send Email Messages..
B H S v @ -
FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Powell, Tameka -
’—_llfll [ .- |:";'Rulesv M 41 [ 2 T | 5
[=1 IEl E :-'_é B B B & Match Fields ; [0 Find Recipient -
Envelopes Labels  Start Mail Select Edit Highlight Address Greeting Insert Merge Preview Finish &
Merge - Recipients = Recipient List Merge Fields Block Line Field - Update Labels | pecylts B} Check far Errars Merge -
Create Start Mail Merge Write & Insert Fields Preview Results Finish A

baily Action Report

Employee Name: «Employee_First_name» «Employee_Last_Name»
VNAV #: «Employee_ID»

Today's Date: Wednesday, July 08, 2015

Merge to New Document M

PAGEL1 OF1 85WORDS [[¥

E . =

Agency Number

Agency Name

Leave ID

Atl Leave ID

Policy Type

Last Day Worked

Merge records

(7 Current record

() From: To:

Claim Status

«Claim_5Status»

Benefit Start Date

«Benefit_Start_Dates

Benefit End Date

«Benefit_End_Date»

Est RTW Date

«Est_RTW_Date»

Claim Close Date

«Claim_Close_Date»

Effective Dates of Pay

«Effective_Dates_of_Pay»

Rates of Pay

100%

Effective Dates of Pay

wEffective_Dates_of_Payl»

Rates of Pay

BO%

Effective Dates of Pay

«Effective_Dates_of Pay2»

Rates of Pay

60%

Select ok.....
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'he foll ing should
e 1olowing snouid appear......
EH S v Q-
FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Powell, Tameka ~
L] Cut i w .— 1— 11— R HFmd -
- - . By T LT L NZ. A
0 e A Aa =i = 2L T pambeede AzBbCA AaBbC AaBbC( AeBbced AQD asebcer AcBbCeD AcBbCcD AcBLCeD AaBbCeD ab oo
Copy Jac Replace
Paste - S R i i i i i sis . -
- ~ Format Painter B I U ~abex ¥ [A-3-4A EE=E S Heading2 = TMNormal = TMoSpac.. Headingl Heading3 Title Subtitle  Subtle Em... Emphasis IntenseE. Strang *| I3 Select~
Clipboard P} Font P Paragraph P} Styles ra Editing A
o B
Invalid Merge Field [ 2 [
This merge field is used in the main document, ‘
but it does not exist in the data source. CULIETRID
You can remove the invalid merge field from
the main document.
Or, you can replace it with a valid merge Fields in data source:
field from the data source. Emplayee Id |z|
Sample data:
V78001234
QK ] ’ Cancel ]
L

PAGE1 OF 2

clGl W

B B B -—F+——+ 10%
- 3:49 PM
P al
[ @ il o 7/15/2015

Select ok.....
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LeavePro'™ for VSDP Employers

The fields should now be populated with your data from the excel sheet, and
should appear as the following.......

El H &) :f; @ N Letters3 - Word ? EHB - x

FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW Powell, Tameka -
=3 Cut - A Bo = i i | em = A i Find ~
[ s co Calibri (Body) - 10 -| A" a" Aa- =oi=-0r =5 2L T papbeenc AaBbCel AaBbCel AaBbC( AaBbced A assbcer AcBbCeD AaBbCeD AaBbCcD AaBbCeD | Replace
Co | wac
Paste . oD . abr L= == t=. L onm L : : : s . o - -
- ' Format Painter B T U ~abe X, X o - A = === E Sy~ H Heading2 = TMormal = T Mo Spac.. Headingl Heading3 Title Subtitle  Subtle Em.. Emphasis IntenseE.. Strong = [+ Select =
Clipboard P Font P Paragraph ] Styles Fu Editing L

PAGE1 OF20 1407 WORDs [[#

.-:? @_—L g o

Daily Action Report

Employee Name: Tameka Powell

VMNAW # V785012534

Today’'s Date: Wednesday, July 08, 2015

Agency Number 80021

Agency Name REED GROUP
Leave ID 087654321234
Atl Leave ID V73901234
Palicy Type 5TD_1

Last Day Worked 7/1/2015
Claim Status Open

Benefit Start Date 7/8/2015
Benefit End Date 7/31/2015

Est RTW Date 8/10/2015

Claim Close Date

Effective Dates of Pay

07/08/2015-07/31/2015

Rates of Pay

100%

Effective Dates of Pay

08/01/2015-08/08/2015

Rates of Pay 80%
Effective Dates of Pay
Rates of Pay 605%

E| B -——4+——+ 100%

A [m @ ol o
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