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Running a Report
The purpose of this job aid is to explain how to run a report regarding your employees’ hours and

accruals.

Running a Report
1. Click on Reports, then select Period Reports.

2. Select one of the report categories.

Period Reports [_options ] [ 7] [ Feedoack
My Dashboard
Sort Key Settings | | Employee Filter | | Position Filter | | Cost Code Filter
Hours
Schedules
Categories Select a report [ Download ~ l
Empl(}yee * = Custom Category ) )
Employee Positions | Settings |
Payrol - /
Reports \
ep Position Analysis Detail | Preview |
Position ' ]

« Period Reports |

- . - o |
Position Analysis Summary rint |

Create Saved Report

« Scheduler Reports Scheduler

Tools Position Group Detail

Period
Position Group Summary
Configuration Cost Code
Pasition Overtime
Accruals

Company

Position Split
Miscellaneous

Selected Position
FMLA

3. Select the report you’d like to run.

Categories Select a report [ Download ~ l
* = Custom Category i .

Employee Positions | Settings |

Payrol ' '
Position Analysis Detail | Preview |

Position - .

| Print |

Create Saved Report

Position Analysis Summary

Scheduler

Position Group Detal

[ TP |
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4. Some reports will allow for date entry. If applicable, enter in the date range for the report or
select a pre-defined date range from the drop-down.

1/2/2023 @ to 1/30/2023 @&  Manual v
Start date Stop date Penod
Categories Select a report [ Download ~ l
* = Custom Category ) i
Emplayes Posttions | Settings |
Payral . )
Position Analysis Detail | Preview |
Position ' )
Position Analysis Summary | Print |
Scheduler
Create Saved Report
Pasition Group Detail
Period

Position Group Summary

Note: If running a report that contains hours, run the report through yesterday. If the report is
run through the current date, any employee who is currently clocked-in will be flagged as an
exception as TCP will see today’s time segment as an incomplete segment.

5. By default, the report that you run will include all employees. To limit which individuals will
appear on the report, set an Employee or Position Filter using the Employee Filter or Position
Filter buttons.

Employee Filter

I I Employee Status I Preview Load ~ Save as Reset All
I [0 Employee D I
[0 Position

Exclude suspended

Exclude terminated
O Cclassification
O Exclude salaried

Department I

<]

[ Exclude full time
Location

O

[ Exclude part time

o oy o [

Employee Role I

[ Exclude employees with no work status
Schedule Group

Manager

Job Classes
Provision
Qualifications
Hire Date
Days Employed
Custom Fields

Summarv

12 of 10230 employees match @ | cancel

Note: The Employee Filter screen will show the number of employees who fit the filter. You can
also preview the report results using the Preview button.
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a. For Position Filters, click the Enable Selection box.

i. Click the “User accessible only” box to show only the positions accessible to
your permissions.

ii. Chose to Include Selection or Exclude Selection
iii. Select or search for the position(s) to include or exclude.

b. Click Filter to apply the filter

Filter Position |Z|

O Include All User accessible only

® Select from list

Include selected ~

@ Lcave Active only Q

~
D 1001 ASSOCIATE DIRECTOR
O 100 Administrative Assistant Il
D 1001 ASSISTANT DIRECTOR*
D 1001 ASSISTANT DIRECTOR*
O 100 Administrative Assistant |
D 1001 ASSISTANT DIRECTOR*

Yoo

| Save as | | Load v | | Disable | Cancel

c. Report filters can be saved to be used in the future by using the Save As button. Once a
filter is saved, it can be accessed using the Load button.

d. Filters will be saved while you remain on the Period Reports page. Once you navigate
away from the page, they will go back to the default settings.
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6. How the report will be sorted can be —— _
modified using the Sort Key Settings ~ Sort Keys 7] | Feedback |
button. The current sort key settings
will be displayed and can be
removed using the Unassign icon,
and the sort direction can be Showing 3 records of 3
changed using the slider. Add new

. . Unassign Order  Description Sort Direction
sort keys using the Assign button.
Note: The Sort Key setting changes will e v 1 lLastName Asc
remain until you change them.
(-] S v 2 Classification AsC
(-] ~ 3 Manager @

Cancel Save

7. The Settings button will display report specific settings that can be adjusted. These settings will
vary per report depending on the data in the report.

Note: The Settings set for a particular report will save until you change them.

8. You can preview the report prior to downloading it using the Preview button. This will display
the report on-screen.

9. Click on the Download button to choose which output format you would like to download:
a. HTML: The output is produced in a .html file that can be opened by a web browser.

b. PDF: The output is produced in a .pdf file that can be opened in Adobe Reader or
another program designed to read .pdf files. As the .pdf report is more difficult to edit
than the other formats, many companies use this for producing reports to send out.

c. OpenXML: The report is produced in a .xml file that can be opened in Microsoft Excel or

OpenOffice.
1/2/2023 & to  1/30/2023 &  Manual v

Start date Stop date Penod
Categories Select a report ' Download ~ |
* = Custom Category -
Employee Postions HTML |
Payroll /

PDF

Position Analysis Detail OpenXML |

Posibon

| Print |

Create Saved Report

Position Analysis Summary

Scheduler

Position Group Detal
Daorind

10. Alternatively, click Print to send the report directly to your printer for physical copies.
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