
 

 
 

How to: Create Reports 

Go To My Employees>Employee Information 

 

Every screen which looks like the image below is a report you may format, save and export. Pull in 

columns or sort and filter by selecting the ellipsis (actions) icon: 

 

To Add/Remove Columns: 

1. Select the Actions icon 

2. Select Add/Remove Columns 

a. In the Add/Remove Columns window, under 

Available Columns, select columns to include 

and select Add 

b. In the Add/Remove Columns under Current 

Columns, select columns to delete from the 

report, and select Remove 

c. To rearrange current columns, select the 

column(s) to move up or down and select the 

up and down arrows 

d. Select Apply 

*You may use the Search bar at the top of the screen to pull in specific fields. SSN is stored as SS# in the search bar. 



 

 
                                           

Column Menu Options: 

Select the drop-down list of any column to open the menu. Column options vary and depend on the 

column data type (alpha or numeric). 

1. Column Filter: Use to search for a specific column value 

2. Sort Ascending/Descending: Sort the report data based on this column 

3. Remove: Use to remove the column 

4. Column Settings: Use to change the column appearance 

5. Group: Use this option to group results by this column 

  

Column Settings options are detailed below: 

 

Clear Values: 

*Use the button to the right 

to clear out any updates you 

made to the report 



 

 
 

Report Filters: 

There are different filters you may use to help organize data. Some examples are provided below: 

 

 

*Yes/No will pull in with columns such as “Locked” (which identifies if employee account has been locked) 

Filtering for Multiple Columns: 

1. Select the Filter icon 

 

2. Select the Column tab 

3. Select the drop-down menu in the field below any column 

name and select the filter type  

4. Enter the criteria in the field and select Apply 

5. You may clear/refresh filters by selecting Clear Filters 



 

 
 

How To: Save Reports 

1. In the Actions icon select Save View As 

2. Name the Report *required field 

3. Select as My Default if you would like the report to be 

your default view when you navigate to this screen 

4. Share: You may share with individuals or groups by 

selecting the “Browse” option in the drop-down menu 

5. Click Save & Run 

*You may select Deletion and Overwriting Is Not Allowed if you 

wish to restrict future edits of the report. 

**Save View will save the current report view and this option can 

be used any time you need to make adjustments. Save View As 

will save the current report view—you must re-name the report. 

Once the report is saved, it will appear in your My Saved Reports. 

If you have shared it with others, it will appear in their My Saved 

Reports view as long as they have enabled Others’ Settings and 

their Security access allows them to view the report data: 

 

 

 

How To: Export Reports 

1. In the Actions icon, select Export 

2. The report header/footer data is included by 

default. To remove these items, clear the Display 

Header/Footer check box 

3. Select the Export File As drop-down menu and 

select the report format (CSV, Excel, PDF, HTML, 

XML or Text) 

4. Export Settings options will enable you to 

select/deselect certain data and format 

margins/layout, etc. 

5. Select Export 

6. Save the report in your system 


