Detailed Hours Overview Report

The Detailed Hours Overview Report provides a calendar view of raw and calculated
punch times and total hours for each employee, including counter totals per day. The
report also offers time data totals for any date range and weekly totals for each
employee.

Job Aid

Navigating the Detailed Hours Overview Report

To access the report, open the Global Navigation Menu and click My Reports > Time and
Labor > Time Allocation > Detailed Hours Overview. The following image describes the main

areas of this report.
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Employee Filter: 4% All Employees

Timesheet Dates:  PayPeriod ~ = Date ~  Profile:  Biweskly ~ B 10082007 [E]  « v (10/09/2017 - 10/22/2017) [ ] Only Display Employees in This Pay Period show: & settings —E
E_ Filter [_| Employee Has Data || Has Missing Punches  Total Hours  »= «
| Employee Overview ‘Weekly Overview
Mon 10709 Tus 10710 Wad 1011 Thu 10713 Fri 10713 Sat 1014 Sun 10/15
Sch: 05:00= - 05-00p Schs: 05:00= - 05:00p Sch: 08:00= - 05-00p Schs 08:00s - 05-00p Sch: 08:00= - 05:00p
Regular 5:00 | Regular 5:45 | Regular 4:45 | Regular 7:30 | Regular 2:30
_Scheduled Hours 8:00 | _Scheduled Hours 5:00 | _Scheduled Hours 5:00 | _Scheduled Hours 5:00 | Weekly Overtime 5:00
_Warked Hours 5:00 | _Worked Hours £:45 | _Worked Hours 4:45 | _Warked Hours 7:30 | _Stheduled Hours 500
R: O7:423- Dé:llp (D=pl200) | R: O7:57a- 12:33p (D=pl200) | R: OS:lls- 12:55z (D=pl200) | R: 07:472- 11:35a (D=pt200) | —orked Hours i
€: ©7:45s- D4:15p {Dept200) | C: OB:00- 12:30p (Dept200) [ C€: ©B:15a- O1:00p (Dept200) | C€: O7:4Sa- 11:30s (Dept200) [ R: 08:17a- 12:26p (Dept 200)
Cale Tirme 5-00| R: O1:0dp- 05:15p {Dept200) | R: ©2:13p- 7  {Dept200) | R: 12:10p- 03:57p (Dept200) [ C: ©8:15a- 12:30p (D=pt 200)
Calc Total: 5:00| C: 01:00p- 05:15p (Dept200) | C: ©2:15p- 2 (Depl200) | C: 12:15p- ©4:00p (Dept200) [ R: O1:1%p- O4:34p (Dept 200)
Renwr Total: 8:29 | Cale Time 5:45 | Cale Time 4:45 | Cale Time 7:30 [ ©F ©1:1%p- 04:30p (Dept 200)
Cale Total: 5:45 | Cale Total: 4:45 | Cale Total: 7:30 | cale Time 7:30
A= Edwards (1000) Raw Total: 5:54 | Rew Total: 4:47 | Rew Total: 7:35 | Cale Total: 730
Rew Total: 724
Regular  65:15
Weskly Mon 10718 Tus 10717 Wad 1018 Thu 10718 Fri 10/20 Sat 10721 Sun 10/22
5:00
Owertime Sch: 08:00s - 05:00p Sch: 0B:00s - 05:00p Sch: 08:00s - 05:00p Sch: 08:00s - 05:00p Sch: 08:00s - 05:00p
a &= _Scheduled ___
Hours 80:00 Regular 2:00 | Regular 5:30 | Regular 7-00 | Regular 4:30 | Regular 7:45
_Warked o _Scheduled Hours 8:00 | _Scheduled Hours 5:00 | _Scheduled Hours 5:00 | _Scheduled Hours 5:00 | _Scheduled Hours 800
Hours - _Warked Hours S:00 | _Worked Hours £:30 | _Worked Hours 7:00 | _Worked Hours 4:30 | _Weorked Hours 7:45
Cale Time  73-15 R: OB:252- 12:18p (Depl200) | R: 07:453- 12:11p (Dept200) | R: OF:S55a- 12:07p (Dept200) | R: O7:S50a- 12:20p (D=pt200) | R: OB:lia- 04:23p (Dept 200)
€: ©B:30s- 12:15p {Dept200) | C: O7:45a- 12:15p (Dept200) [ C€: ©8:00a- 12:00p (Dept200) | C€: O7:4Sa- 1:15p (Dept200) | €: ©OB:15a- 04:30p (Dept 200)
R: ©1:02p- O6:2ip (Dept200) | R: 12:50p- 04:40p (Dept200) | R: OL:iSp- O4:20p (Dept200) | R: 12:38p- 7 (D=pt 200) | cale Time 7.45
€: O1:00p- D6:15p {Dept200) | C: 12:45p- O0d4:d5p (Dept200) [ ©: O1:15p- 04:15p (Dept200) | C€: 12:30p- 2 (Dept 200) | Calc Total: 7:45
Cale Time 2:00 | Cale Time 5:30 | Cale Time 7:00 | Cale Time 4:30 | Réw Tokal: 512
Cale Total: 5:00 | Cale Total: 5:30 | Cale Total: 7-00 | Cale Total: 4:30
Rew Total: £:05 | Raw Total: 8:15 | Rew Total: 7:10 | Rew Total: 4:30
Total Calc Time Total Cost Center Regular Weekly Overtime _Scheduled Hours _Worked Hours
Location 1/Dept 200] __ 73:15] 73:15 Locetion 1/Dept 200 |  £8:15 5:00 0:00 73:15
Total Time [ 73aas|72as N/A 0:00 ©:00 80:00 0:00
Total £8:15 5:00 8000 73:15

[

"W Breadcrumbs: Shows where you are within the application.

=8 Report Date Options and Additional Filters: Adjust the date range, only show employees with data for
the report’s set date range, only show employees with missing punches, and only show employees with
a total calculated time amount above a certain threshold (e.g., 80 >=).

(08 Settings Option: Enables/disables the data displayed in the report. Find more information on page 2.

DR Weekly Overview Calc/Counter Totals: If enabled, provides totals for all counters and calculated time
in the Employee Overview column.

=8 Weekly Overview Time-Specific Data: If enabled, provides a calendar view of punch times/totals,
calculated times/totals, worked cost centers per day, scheduled shifts, daily notes, etc. based on the
report’s set date range.

=8 Employee Totals Data: If enabled, provides certain time data totals for the report’s set date range.
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Adjusting report settings

1
2

Click Settings.

In the dialog box, enabled or disable the data options found on the following report settings tabs:
a. Weekly Overview: Controls the data shown in the Employee Overview and Weekly Overview

columns of the report.

b. Employee Totals: Controls the data shown at the bottom of the Weekly Overview column,

per employee. The Show Employee Totals option must be enabled to activate the other

options in this tab.

c. Weekly Totals: Controls the data shown on the furthest, right-hand portion of the Weekly

Overview column. The Show Weekly Totals option must be enabled to activate the other
options in this tab. See the example below.
d. Page Totals: Controls the data shown at the bottom of the report. The Rows of Page option
affects page total data amounts. The Show Page Totals option must be enabled to activate
the other options this tab. See the example below.
To activate any option changes, click Use Selected.
NOTE: You must save the report settings to use these settings again.

L¥
« w FUll Screen

Detailed Hours 0. ~

2 settings ~

(1070972017 - 10/22/2017) || Only Display Employees In This Pay Period

Y Fitter ~

Show: ¢ Settings
— =

== Select Columns

X, Export

o

=

BERE

BROROOORAI

Weekly Overview

Select Settings

Employee Totals
Extra Pay

Raw Total

Calc Time

Calc Time Detailed

Start/End Time Raw

Start/end Time Calc

Time Entry Approval

Cost Centers (Cost Center 1)
Activities (Cost Center 5)

Overrides (Cost Center 9)

Daily Notes

Schedules

Show Edited Punch Entries Indicator

Counters  Include Counters  All ~

=] -

Weekly Totals

Page Totals |—

X

Mon 10/05 - Sunm 10715

Regular 31:30
Weekly Owertime 5:00
_Scheduled Hours 40:0D
_Worked Hours 36:30
Cale Tirme 36:30

Mon 10/16 - Swm 10722

Regular 36:45
_Scheduled Hours 40:-00
_Worked Hours 365:45
Cale Time 36:45

Weekly totals (per employee)
—H example

"~

Cale Time 782:30

Page totals example

Total Cale Time Total

Location 1/Dept 100 E1:00| E1:00| 10.3514%
Location 1/ Dept 200 231:00| 231:00| 5. 530E%
Location 1/ Dept 300 155:15| 155:15| 19.B403%
Location 1/ Dept 400 333:45| 333:45| 5. 7444%
Location 1/ Dept 500 B2:30| E2:30| 10.5431%
Total Time FEZ:30( 7B2:-30

Cost Cenber Regular Weekly Overtime _Scheduled Hours _Worked Hours
Location 1/Dept 100 |  40:00 0:00 0:00 40:00
Location 17Dept 1uu| 222:00 8:00 0:00 231:00
Location 1/Dept 300 | 150:00 5:15 0:00 155:15
Location 1/Dept 400 | 223:45 8:00 0:00 232:45
Locstion 1/Dept 500 |  50:00 2:30 0:00 §2:30
MiA | o000 0:00 760:00 0:00
Total | 715:45 75:45 760:00 T41:30
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