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Viewing Reports 
 
Supervisors and employees with the Business Center role have access to additional reports to track 
employees’ time and leave throughout the pay period. 
 
1. All reports are accessed by clicking on View Reports on the Dashboard under Reporting: 

 

 
 

Note: your dashboard view is determined by your policy profile and role; it may look slightly 
different than the image above. 
 

2. On the Reports page, select the report, or report category then report, to view the report options: 
 

 
 

Note: the Reports About Me and the Time Off Reports folders contains reports for your timesheet 
and time off only. 
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You can also search for a report using the search feature:  
 

 
 
Enter any portion of a report name then click on the binoculars or Enter to search for reports that 
meet the criteria entered: 
 

 
 

To view the report options, select the report you would like to view from the list.   
 
Note: the search results will include manager reports and reports for your timesheet (e.g., 
“Employee Time Sheet Audit” will only give you information about your timesheet). 
  

  



6  

 

3. Select the report options: 
 

 
 

a. Enter the date or use the calendar icon. 
- For reports with Pay Period End Date as the criteria, the date must be the last day of a pay 

period (e.g., 3/31/17 for salaried, 3/15/17 for hourly). 
- For reports that allow date ranges as the criteria, you can enter the dates or select a range 

for a period of time before or after the current date.  
b. You must select an Assignment Group from the Assignment Group List.   

- If you are a supervisor, you will see your name and any supervisors that have delegate 
their employees to you listed.   

- If you have the Business Center role you will see the business center and all timesheet 
orgs within the business center listed. 

c. To view the report for only one employee, enter the employee’s id or last name. 
 

     Each report has different set of options; for any required option, the report will give an error  
if you do not enter a selection.  For options with multiple values, you can check the box next to the 
values you want to add to the report or click Select All to add all values to a report.  
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4. Click Run Now to select the delivery options for the report: 
 

 
 

5. Select the delivery option: 
 

 
 

Note: View Now will open the report on your computer using the output option selected, Send 
Email will email the report to the email address(es) entered as an attachment in the file format 
selected. 
 

6. Select the output option then click Run Now: 
 

 
 

View Now options: 
- PDF: opens the report as a PDF file.  Use this format if you want to print the report. 
- Excel: opens the report in Excel with the same formatting as HTML/PDF options. 
- CSV: opens the report as a CSV file which can be formatted and manipulated.   
- HTML: opens the report on a new tab/window within your web browser. 

 
When you click Run Now, the report will open in the format selected.   
 
Note: some report output options may be grayed out indicating the report is not available in that 
output.  If the option you would like is grayed out, run the report as HTML.  You can then export it 
in the format you would like.  See the Exporting a Report section below. 
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Note: you must enter at least one valid email address.  Separate multiple addresses with a space, 
comma, or semicolon.  If the email address is entered incorrectly you will not receive any 
notification that the delivery failed. 
 
Send in an Email options: 

- PDF: attaches the report as a PDF file.  Use this format if you want to print the report. 
- Excel: attaches the report in Excel with the same formatting as PDF option. 
- CSV: attaches the report as a CSV file which can be formatted and manipulated. 

 
You’ll receive confirmation that the report will be sent to the email addresses entered: 
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Exporting a Report 

If you select HTML as the report output, you can export the results.   
 
1. From the HTML report results window, select the Export icon at the top left: 

 

 
 

2. Select the file format you would like to export the report as: 
 

 
 

Note: the Microsoft Excel (97-2003) Data-Only format will allow you to edit the report in Excel 
when the CSV option is not available for the report output. 
 

3. Click Export: 
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Depending on the download settings for your browser, the file may open automatically or you will 
need to click OK on the Open dialogue box or select Open from the file at the bottom of the page: 
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Scheduling Reports 

You can schedule reports you use frequently to be emailed to you or others on a daily, weekly, 
monthly, or yearly basis.   
 
1. After choosing the report and entering the report options to use for the scheduled report, select 

Schedule:  
 

 
 
For the date criteria, use the run date options instead of entering a pay period end date or date 
range, unless you want the report to always run for the same date range or pay period. 
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2. Enter the schedule options:  
 

 
 

a. Delivery 
- Enter the email address(es) to send the report to; separate multiple emails with a space, 

comma, or semicolon.  There is no notification if the email delivery fails. 
- Enter a subject and body (if needed) for the email. 
- Select the output option.  The report will be emailed in the file format selected. 

b. Scheduling 
- Select the report frequency: 

o Once: one time run at a later date 
o Daily: run every X number of days 
o Weekly: run every X number of weeks on a set day or days 
o Monthly: run every X number of months on a set day 
o Yearly: run yearly on a set day 

- Select the schedule date range 
o Choose no end date to schedule the report indefinitely 

- Check the “Retain this report schedule after end date” box if you would like to review the 
report schedule options after it is no longer scheduled. 
Note: you will see at the bottom of the scheduling section the date and parameters of the 
next scheduled report. 

c. Schedule Name – you can give the scheduled report a unique name if needed; the default is 
the name of the report. 

3. Select Create Schedule to save the report schedule with the criteria entered: 
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You’ll receive confirmation the report schedule was successfully created: 
 

 
 
The report will be emailed to the addresses entered on the day(s) and times selected. 
 

4. You can review scheduled report options at any time under the My Scheduled Reports tab: 
 

 
 

- The Refresh Data button will update the list including the last run and next run dates.   
- To view scheduled reports that have ended, check the Include inactive report schedules box. 
- Click on the blue arrow (   ) to preview the report (the report will run with the date criteria using 

today’s date as the run date). 
- Click on the red X (    ) to delete the schedule. 
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5. Click on the report row to view the schedule options: 
 

 
 
Note: if you make any changes to the schedule options, select Save Schedule to save the 
changes. 
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14 Day Schedule 
 
Path: Manager Reports>Schedule Reports>14 Day Schedule 
 
This report shows schedule start and end times for days the employee is scheduled to work for 14 
days from the Start Date entered.  The report only shows employees in the assignment group(s) 
selected that have an assigned schedule.  In addition, it only includes the start and end time; meals 
are not accounted for in the report. 
 

Options 

 
 
Output Options: PDF, Excel, HTML 
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Report 
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Absence History Report 
 
Path: Manager Reports>Time Off Reports>Absence History Report 
 
This report shows leave taken for employees in the selected assignment group for the date range 
entered.  It includes the date/day of the week the leave taken and any comments on the timesheet. 
 

Options 

 
 
Output Options: PDF, Excel, HTML 
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Report 
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Absence Summary Report 
 
Path: Manager Reports>Time Off Reports>Absence Summary 
 
This report provides a summary of leave taken for the date range entered.  It categorizes employees 
by policy profile and summarizes leave taken.  It does not provide the dates of the leave. 
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report    
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Accrual 
 
Path: Manager Reports>Accrual Reports>Accrual 
 
This report shows the initial balance, accrual, usage, and other details about the employee’s selected 
leave banks for the date range entered.  Note: the accrual and bank balances will always be listed for 
the employee’s aggregate assignment, not their individual assignments/positions.   
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 

 
 

Note: Terminated and Transferred are not used at OSU.
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Accrual Detail 
 
Path: Manager Reports>Accrual Reports>Accrual Detail 
 
This report shows the initial balance, accrual, usage, and other details about the employee’s selected 
leave banks for the date range entered.  It includes details on bank usage for the date range.  Note: 
the accrual and bank balances will always be listed for the employee’s aggregate assignment, not 
their individual assignments/positions.    
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 

 
 

Note: Terminated and Transferred are not used at OSU.
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Amended Timesheets – Amenders 
 
Path: Manager Reports>Time Sheet Reports>Amended Time Sheet Reports>Amended Timesheets -   
         Amenders 
 
This report lists all employees for the selected pay period with amended timesheets.  It includes the 
name and login ID for the user that amended the timesheet.  The pay period end date is referencing 
the pay period of the amended timesheet.   
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 
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Amended Time Sheets – Currently Open  
 
Path: Manager Reports>Time Sheet Reports>Amended Time Sheet Reports>Amended Timesheets -   
         Currently Open 
 
This report shows any open amended timesheets in EmpCenter.  It includes all of the details on 
original timesheet as well as the amended timesheet.   
 

Options 

 
 
Output Options: PDF, Excel, HTML 
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Report 
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Amended Timesheets – Exceptions 
 
Path: Manager Reports>Time Sheet Reports>Amended Time Sheet Reports>Amended Timesheets -   
         Exceptions 
 
This report lists any exceptions generated on an amended timesheet. 
 

Options 

 
 
Output Options: PDF, Excel, HTML 
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Report 
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Amended Time Sheets – Processed 
 
Path: Manager Reports>Time Sheet Reports>Amended Time Sheet Reports>Amended Time Sheets 
-   
         Processed 
 
This report lists amended timesheets that have been processed for the pay period selected. 
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 
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Assignment Group Detail 
 
Path: EmpCenter Administrator Reports>Employee Information Reports>Assignment Group Detail 
 
This report shows all employees in the assignment group selected as of the current date.  
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 
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Data Collection Device – Errors 
 
Path: Manager Reports>Data Collection Device Reports>Data Collection Device – Errors 
 
This report shows errors generated when the employee clocked – whether they clocked using a 
physical time clock or the EmpCenter Web Clock.  It lists the details of the clock and the error. 
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 
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Data Collection Device – Modified Transactions 
 
Path: Manager Reports>Data Collection Device Reports>Data Collection Device – Modified  
         Transactions 
 
This report shows modifications made to clock entries on the timesheet – whether the original clock 
was from a physical time clock or the EmpCenter Web Clock.  It lists the original clocked time and the 
time on the timesheet.  It does not list who adjusted the clock entry. 
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 

 
 
Note: the time listed in the (Timesheet) column is the time currently on the timesheet; the time listed in the (Clock) column is the time 
the employee clocked in or out using the WebClock or a physical time clock. 
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Data Collection Device – Orphan Transactions  
 
Path: Manager Reports>Data Collection Device Reports>Data Collection Device – Orphan  
         Transactions 
 
This report shows time that was clocked using either the web clock or a physical clock and reported 
to the timesheet but has since been deleted from the timesheet.  Only a superuser can delete clocked 
time; superusers will only delete clock time if the clock was entered in error on an assignment that is 
on leave.  This report can be used to ensure the time entered on the correct timesheet matches the 
original clocked time. 
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 
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Data Collection Device – Transactions 
 
Path: Manager Reports>Data Collection Device Reports>Data Collection Device – Transactions 
 
This report shows all clocking transactions – whether the clock was from a physical time clock or the 
EmpCenter Web Clock.  It lists the clocked time but does not list the IP address of the clock.  In 
addition, it lists the original clocked time; the time may have been changed on the timesheet.   
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 
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Email and Messaging 
 
Path: EmpCenter Administrator Reports>System Reports>Email and Messaging 
 
This report shows emails sent from EmpCenter to employees.  It includes the employee name and id, 
the email address sent to, the date and time sent, the subject, and the message.  It also includes 
details about any email message failures.   
 

Options 

 
Output Options: PDF, Excel, CSV, HTML 
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Report 
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Hours by Pay Code 
 
Path: Manager Reports>Time Sheet Reports>Hours by Pay Code 
 
This report provides a breakdown of all hours worked in the pay period for the selected pay codes 
and assignment group.  A pay code will only display if at least one employee in the assignment group 
selected used the pay code. 
 

Options 

 
 
Output Options: PDF, Excel, HTML 
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Report 

 
 



47  

 

OSU Time Sheet Approval History 
 
Path: Manager Reports>Time Sheet Reports>OSU Time Sheet Approval History 
 
This report shows if an employee submitted their timesheet and if a supervisor has approved it yet.  In 
addition, it shows the assignment name, timesheet org, position number, and timesheet details.  If a 
timesheet is amended, this report will show the approval history for the original version of the 
timesheet, not the amended timesheet.  
 

Options 

 
 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 
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OSU Time Sheet Detail Query 
 
Path: Manager Reports>Time Sheet Reports>OSU Time Sheet Detail Query 
 
This report shows employees in the assignment group with the selected pay code on their timesheet 
for the date range entered. 
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 
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Schedule Cycle Pattern 
 
Path: Manager Reports>Schedule Reports>Schedule Cycle Pattern 
 
This report lists the on/off cycle for the date range of the schedule cycle and employee selected.  If 
will list the on/off cycle even if the employee selected is not assigned the schedule cycle selected. 
 

Options 

 
 
Output Options: PDF, Excel, HTML 
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Report 
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Schedule vs. Actual by Day 
 
Path: Manager Reports>Schedule Reports>Schedule vs. Actual Reports>Schedule vs. Actual by Day 
 
This report shows actual hours work compared to scheduled hours.  Note: not all pay codes available 
in EmpCenter are included on this report. 
 

Options 

 
 
Output Options: PDF, Excel, HTML 
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Report 
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Specific Pay Code Statistics 
 
Path: Manager Reports>Financial Reports>Specific Pay Code Statistics 
 
This report shows lists hours worked and pay earned for the date range, employees, and pay codes 
selected. 
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 
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Time Off Request 
 
Path: Manager Reports>Time Off Reports>Time Off Request 
 
This report shows employee time off requests for the date range and status selected.  It includes the 
date, type, and hours of the request and the date the request was submitted. 
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 
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Time Off Request Calendar 
 
Path: Manager Reports>Time Off Reports>Time Off Request Calendar 
 
This report shows a calendar view of employee time off requests for the date range and status 
selected.  It includes the employee name and id, type, and hours of the request. 
 

Options 

 
 
Output Options: PDF, Excel, HTML 
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Report 
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Time Sheet Approval History 
 
Path: Manager Reports>Time Sheet Reports>Time Sheet Approval History 
 
This report shows if an employee submitted their timesheet and if a supervisor has approved it yet.  If 
a timesheet is amended, this report will show the approval history for the most recent version of the 
timesheet, not the original timesheet.  For more details about the timesheet, see the OSU Time Sheet 
Approval History Report. 
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 
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Time Sheet Audit for Date Range 
 
Path: Manager Reports>Time Sheet Reports>Time Sheet Audit Reports>Time Sheet Audit for Date  
         Range 
 
This report displays all changes made on the selected employee’s timesheet for the date range 
selected.  It includes the employee ID of the person that made the change and the IP address of the 
computer used. 
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 

 
 
Note: the report is in Work Date order, which is the fifth column, not the first column.   
 



65  

 

Time Sheet Comments 
 
Path: Manager Reports>Time Sheet Reports>Time Sheet Comments 
 
This report displays all comments – whether at the time slice level or the timesheet level – on an 
employee’s timesheet for the date range selected.  It includes the timesheet pay period dates where 
the comments were entered. 
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 
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Timesheet Exceptions 
 
Path: Manager Reports>Exception Reports>Timesheet Exceptions 
 
This report shows selected exceptions (if any) on employees’ timesheets for the pay period entered. 
 

Options 

 
Output Options: PDF, Excel, CSV, HTML 
 
Please note: if scheduling this report, you cannot select all exceptions in the list, you must select the 
exact exceptions you need to report on. 
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Report 
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Timesheet Exceptions Within Date Range 
 
Path: Manager Reports>Exception Reports>Timesheet Exceptions Within Date Range 
 
This report shows selected exceptions (if any) on employees’ timesheets for the date range entered. 
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
 
Please note: if scheduling this report, you cannot select all exceptions in the list, you must select the 
exact exceptions you need to report on. 
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Report 
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Time Sheet Output Query 
 
Path: Manager Reports>Financial Reports>Time Sheet Output Query 
 
This report list pay codes and hours on the employee timesheet for the date range entered and the 
pay codes selected.  It includes a breakdown by assignment if the employee has more than one job. 
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 
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Unapproved Time Sheets 
 
Path: Manager Reports>Time Sheet Reports>Unapproved Time Sheets  
 
This report lists all timesheets that have not been approved by the supervisor for the pay period 
selected, organized by supervisor.  It also lists the supervisor and employee email addresses. 
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 
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Unsubmitted Time Sheets 
 
Path: Manager Reports>Time Sheet Reports>Unsubmitted Time Sheets 
 
This reports shows timesheets that have not been submitted by the employee for the pay period 
selected, organized by supervisor.  It also lists the supervisor and employee email addresses. 
 

Options 

 
 
Output Options: PDF, Excel, CSV, HTML 
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Report 

 


