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Reports 
As a Manager there are a number of delivered reports that can assist you.  Below are a list of the reports and a description of each: 
	Report
	Description

	· Printable Schedules Report
	Printable schedule in pfd or excel for posting for users.  Found under “Other Reports”

	· Absent Employees
	The Absent Employees report shows all absent employees for the selected time

period. Only absences through the current day appear

	· Actual vs. Schedule by Job
	The Actual vs. Schedule by Job report shows the actual, scheduled, and projected

hours and wages by job for each employee who worked that job during the

selected time period

	· Actual vs. Schedule by Labor Account 
	The Actual vs. Schedule by Labor Account report shows the actual, scheduled,

and projected hours and wages by labor account for each employee who worked

that labor account during the selected time period.

	· Actual vs. Schedule Summary by Labor Account with Chart
	The Actual vs. Schedule by Labor Account report shows the actual, scheduled,

and projected hours and wages for all accounts and for each individual labor level

rollup that you select in the report options.

Note: The projected and variance values in this report are valid only for the

current time period

	· Employee Hours by Labor Account 
	The Employee Hours by Labor Account report shows hours for each labor

account in which the employees accrued hours within the selected time period

	· Employee Hours by Labor Account (Excel)
	The Employee Hours by Labor Account report shows hours for each labor

account in which the employees accrued hours within the selected time period

	· Employee Transactions and Totals
	The Employee Transactions & Totals report shows pay code transactions and

totals by employee for a selected time period.

	· Employee Transactions and Totals (Excel) 
	The Employee Transactions & Totals report shows pay code transactions and

totals by employee for a selected time period.

	· Employees Currently Earning Time (On Premise)
	The Employees Currently Earning Time report lists the employees who are

punched in or who are currently earning time

	· Exceptions
	The Exceptions report shows exceptions and comments attached to the start or end

of a shift, break, or meal, as well as absences for each employee within the

specified time period

	· Hours by Job
	The Hours by Job report sorts all the hours, money, and wages earned by a set of

employees first by the location in which the work was performed and second by

the job that was worked

	· Hours by Job (Excel) 
	The Hours by Job report sorts all the hours, money, and wages earned by a set of

employees first by the location in which the work was performed and second by

the job that was worked

	· Hours by Labor Account (Excel)
	The Hours by Labor Account report sorts all the time, money, and wages earned

by a set of employees by labor account. The report also totals time, money, and

wages for labor accounts with a common first labor level

	· Punch Origin
	The Punch Origin report shows all punches, both in and out, for selected

employees.

	· Schedule by Labor Account - Monthly
	The Schedule by Labor Account report shows the schedules, by primary labor

account, for all shifts that employees work

	· Schedule by Labor Account - Monthly (Excel)
	The Schedule by Labor Account report shows the schedules, by primary labor

account, for all shifts that employees work

	· Schedule by Labor Account - Weekly
	The Schedule by Labor Account report shows the schedules, by primary labor

account, for all shifts that employees work

	· Schedule by Labor Account - Weekly (Excel)
	The Schedule by Labor Account report shows the schedules, by primary labor

account, for all shifts that employees work

	· Timecard Audit Trail
	The Timecard Audit Trail report displays audit information that is related to

specific timecard editor actions including the date/time of the action, who

performed the action, and what information changed.

	· Time Detail
	The Time Detail report shows punch, pay code edit, and transaction information

for individual employees

	· Time Detail (Excel)
	The Time Detail report shows punch, pay code edit, and transaction information

for individual employees
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