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Modify a Standard Report

Each (individual) standard report job aids includes a list of additional fields (objects) that can be added to the
results. Adding or removing fields may impact the integrity of the report. Users should always reference the
standard report job aids to determine whether or not modifying the report might cause undesirable results.

In this example, we want to modify the PAY-003 — HR Management Overtime Costs report to include
the additional field Fiscal Year Month.
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3. Drag-and-Drop: Objects. In this example, we drag-and-drop Fiscal Year Month to left of
Business Area Code (EE).
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= : Overtime Hours and Costs
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s | Report Number: PAY-003
) Calen jonth Description: Amount of overtime hours and cests by Business Area and overtime wage type. Excludes non-employees.
‘Calendar Year Quarter
R Contract Type
Duty Station County
> Employee Group (EE)
# Employee Subgroup (EE) Business Employee
» Employee Subgroup Code (EE) ‘> Area Wage Count
. Employment Status I Code y Type Receiving
2 . (EE) Business Area (EE) Code Wage Type OT Costs. OT Hours oT
ey o= ] ‘ 0400 Statute Law Committee 1216 Overtime Premium $167,776.16 186.00
Job (EE) 0400 Statute Law Committee 1232 OT FLSA 1.5 All Agy £335,500.43 9,863.00 186.00
3Job Class Abbr (EE)
Job Code (EE) 0400 Statute Law Commitiee 1243 Call Back Hours all agy $2,943.31 20.00
Nome el 0400 Statute Law Committee 506,224 90 5,863.00 392,00
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additional formattlng, such as font ] 0400 Statute Law Commitiee 1216 Overtime Premium 5170447 11.00 -
color and text wrapping may be : 0400 Statute Law Commitiee 1232 OT FLSA 15 All Agy $3,407.37 12950 1100 :
necessary' [] 0400 Statute Law Committee 1248 Call Back Hours all agy $313.48 2.00 -
u 0400 Statute Law Committee 1216 Overtime Premium $40,970.78 33.00 [ ]
[ ]
= 0400 Statute Law Commitiee 1232 OT FLEA 1.5 All Agy 381,928.79 247825 38.00 :
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4. Click on the column to display
the hidden values.

5. Select: Formatting tab to
update the text color and
alignment.

In this example, we can see the

Report Elements | Formatting Data Accass Analysis

original font color was white.

Business Employee

Area Wage Count

Code Type Receiving

Fiscal Year N (EE) Business Area (EE} Code Wage Type OT Costs OT Hours oT
I:I 0400 Statute Law Committee 1216 QOvertime Premium $1,70417 11.00
0400 Statute Law Commitiee 1232 OT FLSA 1.5 All Agy $3,407 37 12950 11.00

0400 Statute Law Commitiee 1248 Call Back Hours all agy 331348 200

0400 Statute Law Commitiee 1218 Overtime Premium 540,970.73 38.00

0400 Sfatute Law Commitiee 1232 OT FLSA 1.5 All Agy $81,928.79 247825 38.00
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A Report Number: PAY-003 g EEEEN
[ sl EEEN
D ption: Amount of overtime hours and ertime wage type. Excludes non-employees.
Last used: B
More colors...

In this example, we want to modify the PAY-003 — HR Management Overtime Costs report to remove
the default fields Wage Type Code and Wage Type.

1. Select: Objects

=>» Select multiple objects with
+Ctrl

2. Select: Remove.

Overtime Hours and Costs

Report Number: PAY-003

l

Business
Area
Code
(EE)

Fiscal
Year
Month

Business Area (EE) Wage Type

201706 Statute Law Committee

201706 0400 Statute Law Committee

201706 0400 Statute Law Committee 1248

201707 Statute Law Committee

Properties

Description: Amount of overtime hours and costs by Business Area and overtime wage type. Excludes non-employees

OT FLSA 1.5 All Agy
Call Back Hours all agy

Overtime Premium

OT Costs

$1,704.1

$3,407.37
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Type here to filter tref pelete the Selected Report
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Wage Type Code and Wage Type are removed from the results, but still exist in the available objects.
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201706 0400 Sfatute Law Committee $5,425.02 129.50 1100 | m
[ ]

201707 0400 Statute Law Committee $122.899.57 247825 33.00 ™
201708 0400 Statute Law Committee 514797887 2,703.25 3300 ®
[ ]

201709 $94,253.46 1,937.00 33.0 | |

Statute Law Committee
[ ]
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