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ADP/Enhanced Time & Attendance: Reports 
Time & Attendance reports organize information from the database into an easy-to-read, easy-to-

distribute file format. Use reports to view timecard details, employees currently earning time, 

employee schedules, and system configuration settings, among other things.  

Depending on your organization’s configuration and your access rights, you may be permitted to 

schedule and print reports, create favorites, and email reports. 

 

Use the step-action tables in this job aid to perform the following tasks: 

Run a Report ..................................................................................................................................... 2 

Create a Favorite Report ................................................................................................................... 5 

Schedule a Report ............................................................................................................................. 7 

Update a Scheduled Report .............................................................................................................. 9 

Delete a Scheduled Report .............................................................................................................. 10 

 

 

. 
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Run a Report 

Many standard reports are delivered with the product, each grouped into one or more logical 

categories.  

Perform the following steps to generate a report.  

Starting Point: Manage My Employees  

Step Action 

1 In the Related Items pane, select Reports. 

Result: The Reports widget is displayed. 

2 Expand the appropriate report category to view the available report options. 

 

3 Select a report.  
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Step Action 

4 Complete any additional fields that are displayed for the selected report. These fields vary by 

report. 

 

The following are two examples: 

 In the People field, select the HyperFind query you want to use to filter the report results. 

 In the Time Period field, select the time period for this report.  

5 In the Output Format field, select the appropriate format. The default selection is Adobe 

Acrobat Document (.pdf). 

6 In the upper-left corner of the widget, click Run Report.  

 

The following additional options may be displayed depending on your access permissions: 

 Print: Print the report by selecting the appropriate printer.  

 Email: Send an email to recipients by entering one or more email addresses. 

 Schedule Report: Schedule reports to run at a specific time or at specified intervals. 

7 The Check Report Status tab is displayed with the report in a Waiting status.  

Click Refresh Status and wait until the status changes to Complete.  
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Step Action 

8 When the report is complete, click View Report.  

 

9 Review the report. You can save or print the report. 
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Create a Favorite Report 

If you run certain reports regularly, you can designate those reports as favorites in order to run them 

more quickly. Perform the following steps to create a favorite report. 

Starting Point: Manage My Employees > Reports  

Step Action 

1 Expand the appropriate report category and select a report. 

2 In the upper-left corner of the widget, click Create Favorite. 

 

3 In the Favorite Report field, enter a name for the report.  

 

4 In the Author’s Remarks field, enter any additional information. 

5 Complete the additional fields that are displayed for the selected report. 
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Step Action 

6 Click Save Favorite. The report name is displayed in the Favorites category.  

 

Note: You also have the option to duplicate and delete a favorite report.  
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Schedule a Report 

You can schedule any report to run at a future time or repeatedly at specified intervals. Follow these 

steps to schedule a report. 

Starting Point: Manage My Employees > Reports  

Step Action 

1 Expand the appropriate report category and select a report.  

2 Complete the fields that are displayed for the selected report.  

Note: Once you schedule a report, these options cannot be updated. 

3 Click Schedule Report. 

 

Result: The Schedule Report page is displayed with a new event ready to be configured. 

4 In the Name and Description fields, enter the appropriate information. 

 

5 In the Event Output section, select one or more of the following options: 

 Printer: Print the report on a scheduled basis. Select the appropriate printer.  

(This option is only available for premise-based clients.) 

 E-mail: Send an email to recipients on a scheduled basis. Enter one or more email 

addresses in the field provided. 
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Step Action 

6 In the Event Schedule section, select a schedule type, a start date and time, and an end 

date and time.  

  

Note: If you select Daily or Monthly as the schedule type, additional options are available. 

7 Click Save. 
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Update a Scheduled Report 

Follow these steps to update the scheduled-report parameters, such as how often the report is 

generated. 

Note: To update the options associated with the report, such as the time period or the people included 

in the report, you must delete the orginal scheduled report and then schedule a new report with the 

updated report options. Once you create the scheduled report, the report options cannot be updated. 

Starting Point: General Maintenance > Setup > Common Setup > Event Manager  

Step Action 

1 Select the report that requires the update, and then click Edit. 

2 In the Event Details, Event Output, or Event Schedule sections, make the appropriate 

updates. 

 

3 Click Save. 
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Delete a Scheduled Report 

Follow these steps to delete a scheduled report from the Event Manager.  

Starting Point: General Maintenance > Setup > Common Setup > Event Manager  

Step Action 

1 Select the appropriate report. 

2 Click Delete.  

 

3 Click Yes.  

 

Result: The scheduled report is removed from the Event Manager list. 
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