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Navigate to Reports > Standard Reports. 

 
 Click the edit pencil for the report you wish to use. 

 
All reports will display the current pay period by default. On the Edit report screen, click the 
Time Frame dropdown. Select “Define at Runtime”. 
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Under the select field drop-down menu, pick the Pay Code. 

Optional: In the Employee Status section, select All Employees using Time & Attendance 
(includes Active, Inactive, Scheduled for Termination, and Terminated). 

This is to ensure that all employee information is included in the report. 
 

 
 
Click the plus button next to the Selected Values box. 
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In the Pay Code Lookup box, type or select the name of the code you are looking for, then check 
the box and click Submit.  
 
Click on Add Filter. 

 

Scroll down to the bottom and click on Preview.  
 
The report will populate in a new tab. 
 
Note: you can also re-name the report and click Save and Preview in the final step, and the 
report will save to the My Reports section so it can be run again later with the same parameters. 
 


