
 
 

Setup of the Report Hub 

Access the Hyperlink located in the Reports Widget on your Home Screen 

 

There are 3 main tabs on the Report Hub:  

I. Overview 

II. My Saved Reports 

III. My Completed Reports 

 

 

I. Overview 

The Overview allows users to access standard system reports related to different modules in 

WorkForceONE. Reports are grouped by the functional area, such as Payroll-as shown below. Additional 

reports may be viewed by selecting the “See all” option at the bottom of the listing. 

 

 



 
 
 

To Search for a report, you may use the search bar in the middle of the screen. Reports will be displayed 

containing columns which match criteria you identify. *You may change the search selector to Search by 

columns or Search by reports. 

 

 

You may Build reports using the link located to the right of your screen.  

 

The Build Report section will take you through a report wizard to select from various categories and 

configure reports based on criteria you select. 

 



 
 

II. My Saved Reports 

Reports you create or update and save will be automatically moved to your My Saved Reports tab.  

Additional reports created by PayPro, as well as reports created and shared by other users in your system 

will be available when you enable the “Others’ Settings” toggle indicated to the right. 

 

Each report you create will have the following options: Run Report, Manage E-mail Schedules, Edit and 

Delete. *The system will verify if you would truly like to delete a report. 

 

You will notice any reports created by others will not have these same options because they have the 

editing rights. You may always run and save reports to your system to enable your editing rights. 

 

The following items are tips to help navigate the My Saved Reports view, as well as other report views 

throughout WorkForceONE: 

 

 



 
 
To save your My Saved Reports view, you may use the ellipsis (actions) icon to the far right and “Save 

View As,” then name your report. As you may see in the example below this report view is saved as 

“Company Reports.”  

 

 

III. My Completed Reports 

 

The My Completed Reports tab is where any reports with extensive data will be housed, so you don’t 

need to remain on the report screen to wait for them to finish processing. The system will provide a 

notice that the report will take some time to complete. 

 

Once you Run Report, the “In Progress. Report is Running” message will appear. Once the report is 

available a new window with “Report is Completed” will appear. You may select “OK” to access the 

report. 



 
 
How to Organize Your Reports: 

There are many options to organize report views. You may Group, Sort by alpha-numerical values, sort 

ascending, descending, add and remove columns.  

Looking at your My Saved Reports view, the add/remove columns option may be found in the ellipsis 

(actions) icon: 

 

 

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 values within 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 

  


