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What You’ll Find in this Guide

This guide provides information about the standard reports available in ADP Workforce Now®, including a description, and a 
sample of each report. The reports are organized into different categories.

 Sample reports included in this guide contain sample data for reference purposes and can vary based on your company setup.
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Printing this Guide xiii
Printing this Guide

When viewed on the screen, all of the pages in this guide will appear up and down, even though some are oriented landscape 
and others are portrait. Printing this guide may require adjustments to your printer's settings. This guide was designed to be 
printed on 8.5 x 11 paper in landscape mode. When printing double-sided, your printer must be set so that the document prints 
as if it were a calendar rather than a book. Printer settings vary. If necessary, choose the “flip up” or “long edge binding” 
settings.
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1-2 ACA Benefit Offering Audit Report
ACA Benefit Offering Audit Report

This report enables you to quickly view the data contained on the Annual Healthcare Statement Data throughout the year, if 
your organization uses Essential ADP Health Compliance. If an employee was offered coverage multiple times, a new row is 
displayed for each date range.

Figure 1-1. Sample ACA Benefit Offering Audit Report
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ACA Comparison Worksheet Contributions vs. Affordability Report 1-3
ACA Comparison Worksheet Contributions vs. Affordability 
Report

This report displays employees’ annual earnings, their medical plan information, and their affordability of benefit coverage. 
The report helps employers to compare and plan their employees’ medical plan coverage affordability using the employees’ 
self-only coverage cost against the medical plans they are eligible for. Employers can decide which employees need to be 
offered medical plans with the lowest cost and minimum essential coverage. Employers can also determine if employees need 
a raise in salary, their salary rates need re-negotiation with providers, or some other provisions need to be made to make plans 
meet the ACA Affordability Factor.
Employers can also use this report to assess their employees' current and previous plans and check if the plans were 
unaffordable or see how well their plans complied with the ACA Affordability Factor. They can also set up future benefit plans 
based on this assessment. The report includes all employees - current, newly hired, terminated, on leave, and archived, whether 
they are enrolled in a medical plan or not but are eligible for medical plan coverage, to test for affordability.

Description
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1-4 ACA Comparison Worksheet Contributions vs. Affordability Report
Figure 1-2. Sample ACA Comparison Worksheet Contributions vs. Affordability Report
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ACA Rehire Report 1-5
ACA Rehire Report

This report helps the practitioners to determine the employee’s rehire status (ongoing or new hire) based on ACA guidelines 
set up in the Rehire section of the Affordable Care Settings page.

Figure 1-3. Sample ACA Rehire Report
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1-6 ACA Transitional Reinsurance Fee Report - Actual Count Method Report
ACA Transitional Reinsurance Fee Report - Actual Count 
Method Report

This report displays employees’ benefit plans, enrollment information, and the fees collected from the plans to pay to the U.S. 
Department of HHS (Health and Human Services) on a quarterly basis for the Transitional Reinsurance program. The 
Affordable Care Act establishes a Transitional Reinsurance Program that requires all self-insured group health plans and health 
insurance issuers to pay per-enrollee fees each year for three years. 

The reinsurance fees are used to make payments to health insurance issuers that cover high-risk individuals in the individual 
market. If employees do not have a self-administered plan, then the information contained in this report can be used to audit the 
plan administration. The Transitional Reinsurance fee is for calendar years 2014, 2015, and 2016 and is calculated only for the 
first nine months of the calendar year.

Description
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Figure 1-4. Sample ACA Transitional Reinsurance Fee Report - Actual Count Method Report
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1-8 Eligibility Criteria without Medical Auto Enrollment Assignment Report
Eligibility Criteria without Medical Auto Enrollment 
Assignment Report

The report displays employees’ benefit plans with Affordable Care Act eligibility status. This report will help Practitioners 
determine employees’ eligibility criteria needed to set up medical auto enrollment plans. 

Figure 1-5. Sample Eligibility Criteria without Medical Auto Enrollment Assignment Report
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Employees Eligible for Medical Auto Enrollment Report

This report is used to show employees if they are eligible and not eligible for auto enrollment in a medical plan. The employees 
are considered as eligible for medical auto enrollment based on their location, business unit, Affordable Care Act benefit 
status, and eligibility plan class.

Figure 1-6. Sample Employees Eligible for Medical Auto Enrollment Report
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1-10 Medical Auto Enrollment Plan Assignment Report
Medical Auto Enrollment Plan Assignment Report

This report helps employers view employees’ medical auto enrollment plan assignments. The report displays medical plan 
assignments that are active and inactive with their effective start and end dates.

Figure 1-7. Sample Medical Auto Enrollment Plan Assignment Report

Description

��������	� �	�	�	�� �	���"�	���	�	�� �������	!��� ���	 ������	"�����������#�	
"���	���

�������#�	
��$	���

������ ����	�
� ������������������������ �����
��

������ ����	�
� �����
��������������������� �����
��

������ ����	�
� �����	��������������������� �����
��

������ ��	��������� ������������������������ �����
��

������ ��	��������� �����
��������������������� �����
��

������ ��	��������� �����	��������������������� �����
��

��	��� �!��	�� ���"�����#��$�
Chapter 1: ACA Reports ADP Proprietary and Confidential
Standard Reports Guide



Patient Centered Outcomes Research Fees Report 1-11
Patient Centered Outcomes Research Fees Report

This report displays the detailed information on fees owed by each benefit plan provider towards the Patient-Centered 
Outcomes Research. The report displays the report period and research fees applicable for that period, benefit plan providers, 
calculation of the fees, and total amount owed by each provider.

Patient Protection and Affordable Care Act (PPACA) includes provisions that promote research to evaluate and compare 
health outcomes and the clinical effectiveness, risks, and benefits of medical treatments, services, procedures, drugs, and other 
strategies that treat, manage, diagnose, or prevent illness or injury. The Patient-Centered Outcomes Research Fee goes into the 
Patient-Centered Outcomes Research Trust Fund, which will help run the Patient-Centered Outcomes Research Institute. 
Funding for this provision is via fees paid by the insurance providers based on covered lives or enrollments. Fees need to be 
paid for policies ending October 1, 2012 or later, but stop in calendar year 2019 for plans ending October 1, 2019 or later.

Description
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Figure 1-8. Sample Patient Centered Outcomes Research Fees Report
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Play or Pay Preparation Report

This report displays employees' participation in a benefit plan with the reasons for waiving plan participation. The report also 
displays employees and their dependents who are covered by benefits and who are not, along with identified reasons for not 
participating in a plan. The report displays enrolled and waived data only. If employees are not enrolled, they are not included 
on the report.

Description
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Figure 1-9. Sample Play or Pay Preparation Report
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2-2 Audit Trail Report
Audit Trail Report

This report tracks all changes that were made in ADP Workforce Now fields during a specified time period. The report 
includes details on every field that was added, deleted, or updated, and also displays records the date and time of the change, 
the user who made the change, the data change, and the process that triggered the change.

Figure 2-1. Sample Audit Trail Report
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3-2 Benefit Plan Summary Report
Benefit Plan Summary Report

This report displays information on all benefit plans (health and welfare, insurance, FSA, and retirement and savings), such as 
providers, costs, and coverage levels.

Description
Chapter 3: Benefits Reports ADP Proprietary and Confidential
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Benefit Plan Summary Report 3-3
Figure 3-1. Sample Benefit Plan Summary Report
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3-4 Benefits Statement Report
Benefits Statement Report

This report displays a summary of an employee's benefit earnings and their enrollment details. This report is often sent out 
after Open Enrollment as a confirmation of an employee's enrollment choices. The Benefits Statement report also include a 
cover letter to the employee.

Figure 3-2. Sample Benefits Statement Report
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3-6 Confirmation Statement Report
Confirmation Statement Report

This report displays a summary of the employee’s benefit enrollment confirmation. This report is often sent out after Open 
Enrollment as a confirmation of an employee's enrollment choices. There is a signature line on this statement so the employee 
can sign off on the enrollments and return the statement.

Description
Chapter 3: Benefits Reports ADP Proprietary and Confidential
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Figure 3-3. Sample Confirmation Statement Report
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3-8 Deduction Compare Report
Deduction Compare Report

This report displays comparison between employee deductions in the Benefits module and the Payroll module. The output of 

this report is an Excel® file. You can run this report with any effective date, including dates in the future, by benefit plan class 
or deduction code. This report is limited to users with access to the Suspend/Resume Payroll Deductions option on the Plan 
Setup page, which is defined as part of access permissions for a practitioner.

Figure 3-4. Sample Deduction Compare Report
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Eligibility Report 3-9
Eligibility Report

This report displays a list of employees with their benefit eligibility plan and the respective eligibility date. If the 'Show only 
Eligible Employees with No Enrollments' checkbox on the Eligibility Report Run page in ADP Workforce Now is checked, 
then this report displays a list of employees that are not enrolled. This is often used for audit purposes to make sure all 
employees have elected an enrollment in a particular plan sub type.

Figure 3-5. Sample Eligibility Report
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3-10 Employee and Dependent Enrollments Report
Employee and Dependent Enrollments Report

This report displays information regarding employees and their dependents' benefit enrollments. It includes dependents' 
enrollments, age limit, overage dependents details, and so on. If a connection is not in place, the report can sometimes be sent 
to the carrier for the carrier to load the enrollments.

Figure 3-6. Sample Employee and Dependent Enrollments Report
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Employee Enrollments Report 3-11
Employee Enrollments Report

This report displays information on employees' benefit plan enrollments. It includes plan name, deduction information, 
coverage level, and dependent and beneficiary enrollments. If a connection is not in place, the report can sometimes be sent to 
the carrier for the carrier to load the enrollments.

Figure 3-7. Sample Employee Enrollments Report
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3-12 Enrollment Profile Activity Report
Enrollment Profile Activity Report

This report displays the status of employees at any time during an enrollment profile period and gives information of how they 
are progressing in any of the defined enrollment periods. For example, statuses indicate if the employees have started 
processing their enrollment, have looked at the information but not started processing, have finished processing but not 
submitted final confirmation, or have submitted final confirmation.

Description
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Enrollment Profile Activity Report 3-13
Figure 3-8. Sample Enrollment Profile Activity Report
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3-14 Pending Evidence of Insurability Report
Pending Evidence of Insurability Report

This report displays information about all employees who have pending Evidence of Insurability (EOI) and amount Over 
Guarantee Issue (OGI) requests.

Figure 3-9. Sample Pending Evidence of Insurability Report
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Per Pay Period Benefits Information Report 3-15
Per Pay Period Benefits Information Report

This reports displays a list of benefits deductions and other benefits-generated information. It contains details like Position ID, 
Employee Name, Code, Amount, Percent, Active, Plan Name, Plan Class Name,Type, and Effective Date. This report does not 
apply if ADP is not processing your payroll.

Figure 3-10. Sample Per Pay Period Benefits Information Report
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3-16 W2 Detail Report
W2 Detail Report

This report displays the details of the cost of employer-sponsored health coverage that will be reported using Code DD in Box 
12a on the W-2 form. The client runs a paydata batch periodically (at most once a pay period, at least once a year) that 
automatically calculates the total amount for an employee and puts it in a Memo Code that is sent in the pay file. The employee  
details on this report are useful to confirm the total that was calculated for each employee in the paydata batch.

Figure 3-11. Sample W2 Detail Report

Description
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4-2 Invoice Adjustments Report
Invoice Adjustments Report

This report displays a comprehensive list showing any adjustments by benefit plan, and can be further subdivided and 
sub-totaled by plan, business unit, location, or home department, if needed. Each listing displays individual adjustments 
including employee name, ID (either Social Security number, National ID, or Employee ID), business unit, location, home 
department, adjustment start date, adjustment end date, number of months the adjustment covers, coverage level or age band 
type, and adjustment amount.

Figure 4-1. Sample Invoice Adjustments Report

Description
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Invoice Changes Report 4-3
Invoice Changes Report

This report displays a comprehensive report similar to a list bill. It identifies any changes that represent a change in premium 
from the prior month's bill. These changes can be a result of new hires, terminations, salary adjustments, class changes, or the 
purchase or dropping of additional buy-up coverage. The first invoice serves as the baseline from which future changes are 
identified, calculated, and presented in future bills.

Figure 4-2. Sample Invoice Changes Report

Description
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4-4 Invoice List Bill Report
Invoice List Bill Report

This report lists the invoice list bill data for benefit enrollments run for the selected month.

Figure 4-3. Sample Invoice List Bill Report

Description
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Invoice Summary Report 4-5
Invoice Summary Report

This report displays a summary of coverage premiums divided and sub-totaled by benefit plan, and can be further subdivided 
and sub-totaled by business unit, location, or home department, if needed. Each summary displays subtotals by the 
class/coverage type, showing the rate, benefit/payroll (for short-term or long-term disability plans), volume (for life and AD & 
D plans), number of enrolled employees, and total premium. The number of enrolled employees and premiums are then 
sub-totaled at the end of each plan, with a grand total at the bottom of the page.

Figure 4-4. Sample Invoice Summary Report

Description
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4-6 Invoice Summary Report
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5-2 Check Printing Audit Trail Report
Check Printing Audit Trail Report

This report identifies all activities for the On-Site Printing check and voucher files. It includes the time and date of each 
activity, the associated checks or vouchers, and the user who initiated each activity.

Figure 5-1. Sample Check Printing Audit Trail Report
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On-Site Printing Print Status Report 5-3
On-Site Printing Print Status Report

This report provides a summary of the total number of checks and vouchers that were printed, reprinted, or not yet printed. It 
also includes a detailed list of each check and voucher in the file, with the associated print status, employee name, net pay, and 
last activity date.

Figure 5-2. Sample On-Site Printing Print Status Report

Description
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6-2 ACA Benefit Status Worksheet Report
ACA Benefit Status Worksheet Report

This worksheet helps you in determining PPACA Benefit Status (Patient Protection and Affordable Care Act). This worksheet 
can optionally display the details at a per-check level of all checks utilized in the calculations.

Figure 6-1. Sample ACA Benefit Status Worksheet Report
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Bank Reconciliation Report 6-3
Bank Reconciliation Report

This report lists all checks and vouchers, including manual checks and voided checks, issued for a specific payroll pay date. 
You can use this report to verify payroll records against bank statements. It includes the check number, net pay amount, check 
voucher indicator, void indicator, pay ending date, and period ending date.

Figure 6-2. Sample Bank Reconciliation Report

Description
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6-4 Employee Labor Distribution Summary Report
Employee Labor Distribution Summary Report

This report displays the sum of the pay details for the specified pay dates, by department, cost number, or business unit. It 
includes gross pay, net pay, regular, overtime, other hours and earnings, and statutory and voluntary deduction amounts.

Figure 6-3. Sample Employee Labor Distribution Summary Report

Description
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Employee Pay Statement Summary Report 6-5
Employee Pay Statement Summary Report

This report displays the sum of the pay details for a specified calendar period, by home department or business unit. It includes 
gross pay, net pay, and regular, overtime, and other earnings; regular, overtime, and other hours; and voluntary and statutory 
deduction amounts.

Figure 6-4. Sample Employee Pay Statement Summary Report
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6-6 Labor Distribution Deductions Report
Labor Distribution Deductions Report

This report lists the total employee deduction amounts by department or cost number for specified pay dates and Deduction 
codes.

Figure 6-5. Sample Labor Distribution Deductions Report

Description
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Labor Distribution Earnings Report 6-7
Labor Distribution Earnings Report

This report lists employee earnings by department or cost number for specified pay dates. It includes the Department or Cost 
Number code, check number, Check/Voucher code, gross pay, net pay, regular earnings, overtime earnings, and other 
earnings.

Figure 6-6. Sample Labor Distribution Earnings Report

Description
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6-8 Labor Distribution Hours Report
Labor Distribution Hours Report

This report lists employee hours by department or cost number for specified pay dates. It includes the Department or Cost 
Number code, check number, Check/Voucher code, gross pay, net pay, regular hours, overtime hours, and other hours.

Figure 6-7. Sample Labor Distribution Hours Report

Description
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Labor Distribution Summary Report 6-9
Labor Distribution Summary Report

This report displays the sum of the pay details for the specified pay dates, by department, cost number, or business unit. It 
includes gross pay, net pay, regular, overtime, and other hours and earnings, company totals, and statutory and voluntary 
deduction amounts.

Figure 6-8. Sample Labor Distribution Summary Report

Description
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6-10 Pay Statement Deductions Report
Pay Statement Deductions Report

This report lists the total employee deduction amounts for specified pay dates and pay statements.

Figure 6-9. Sample Pay Statement Deductions Report

Description
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Pay Statement Earnings Report 6-11
Pay Statement Earnings Report

This report lists employee earnings for specified pay dates. It includes the Department code, check number, Check/Voucher 
code, gross pay, net pay, regular earnings, overtime earnings, and other earnings.

Figure 6-10. Sample Pay Statement Earnings Report

Description
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6-12 Pay Statement Hours Report
Pay Statement Hours Report

This report lists employee hours for specified pay dates. It includes the Department code, check number, Check/Voucher code, 
gross pay, net pay, regular hours, overtime hours, and other hours.

Figure 6-11. Sample Pay Statement Hours Report

Description

,�-.�-��/2������	����������	�����	�����	

	
�������	
��������	
����	������	��������%
�	��	
�����
�������		��%�������	

�	�������
�

���
����	���

��	
�������������

��	��������������������

����������������� 

�����������������������������
������������

���	����������������	
����� �����

�
������
���	��
�� ���  ����

� ���!�"#
�����

�����
� ���� ��� �"$�
$�����"�%

�������
�����	�����
���	����
�����	���������������
��
��� ���  ����

� ���!�"#
�����

�����

��	���������!����"���

����������������# 

������������������	��
����
���������� %

���	����������������	
����� �����

�
������
���	��
�� ����#��"%

�%�� ��#�
�����

������
� ���� ��� �"$�
$�����"#%

�������
�����	�����
���	����
�����	����	��
����
��
��� ����#��"%

�%�� ��#�
�����

������

��	����$�����%�&�����

��������������'�(�

�� "� ���"� ���&	�����'�(�	��	����������

���	����������������	
����� �����

�
������
���	��
�� � � % ���

�������"�
�����

�����
� ���� ��� �"$�
$�������"
Chapter 6: Pay Statement History Reports ADP Proprietary and Confidential
Standard Reports Guide



Pay Statement Summary Report 6-13
Pay Statement Summary Report

This report displays the sum of the pay details for the specified pay dates, by home department or business unit. It includes 
gross pay, net pay, regular, overtime, and other hours and earnings, company totals, and statutory and voluntary deduction 
amounts.

Figure 6-12. Sample Pay Statement Summary Report
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Active Hourly/Daily Employees Without Hours or Earnings Report 7-3
Active Hourly/Daily Employees Without Hours or Earnings 
Report

This report lists all active hourly and daily employees with no paydata information in the current pay period. It includes 
employees who are set up for Automatic Pay, but will not be paid.

Figure 7-1. Sample Active Hourly/Daily Employees Without Hours or Earnings Report

Description
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7-4 Automatic Pay Cancellation Report
Automatic Pay Cancellation Report

This report lists paydata entries for employees for whom Automatic Pay was canceled for the current pay period.

Figure 7-2. Sample Automatic Pay Cancellation Report

Description
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Automatic Pay Eligibility Report 7-5
Automatic Pay Eligibility Report

This report lists employees who are eligible for Automatic Pay.

Figure 7-3. Sample Automatic Pay Eligibility Report

Description
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7-6 Coded Hours/Earnings By Employee Report
Coded Hours/Earnings By Employee Report

This report lists coded hours and earnings information entered for the current pay period.

Figure 7-4. Sample Coded Hours/Earnings By Employee Report

Description
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Employees in Specified Range Of Hours Report 7-7
Employees in Specified Range Of Hours Report

This report lists hours information for employees who worked in a specified range of hours for the current pay period.

Figure 7-5. Sample Employees in Specified Range Of Hours Report
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7-8 Inactive Employees with Paydata Report
Inactive Employees with Paydata Report

This report lists inactive employees for whom paydata information was entered for the current pay period.

Figure 7-6. Sample Inactive Employees with Paydata Report

Description
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Manual Checks - Full Report 7-9
Manual Checks - Full Report

This report lists detailed data for each employee who received a manual check in the current pay period. It includes hours, 
earnings, taxes, deductions, net pay, memos, and wage garnishment advance pay date and Disburse Lien Deductions indicator. 
The report also includes the status of the manual check, which is either saved or printed and an indicator of whether lien 
deductions are disbursed.

Figure 7-7. Sample Manual Checks - Full Report

Description
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7-10 Manual Checks - Summary Report
Manual Checks - Summary Report

This report lists company totals for hours, earnings, taxes, deductions, and net pay for all employees who received manual 
checks in the current pay period. The report also includes the status of the manual check, which is either saved or printed.

Figure 7-8. Sample Manual Checks - Summary Report

Description
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Paydata - Full Report 7-11
Paydata - Full Report

This report lists all detailed paydata entries and limited Master file information for the current pay period. It includes Social 
Security number, pay rate, department number, and wage garnishment advance pay date.

Figure 7-9. Sample Paydata - Full Report

Description
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7-12 Paydata - Summary Report
Paydata - Summary Report

This report lists hours and earnings paydata entries for the current pay period, summarized by employee.

Figure 7-10. Sample Paydata - Summary Report

Description
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Paydata by Temporary Department/Cost Number Report 7-13
Paydata by Temporary Department/Cost Number Report

This report lists paydata entries for the current pay period, totaled by temporary departments or cost numbers, depending on 
your how your company is set up for labor distribution or labor allocation.

Figure 7-11. Sample Paydata by Temporary Department/Cost Number Report

Description
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7-14 Salaried Employees With Hours Report
Salaried Employees With Hours Report

This report lists information on salaried employees for whom hours were entered for the current pay period.

Figure 7-12. Sample Salaried Employees With Hours Report
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Third Party Sick Pay - Full Report 7-15
Third Party Sick Pay - Full Report

This report lists all detailed third-party sick pay information for the current pay period. It includes sick pay taxable and 
non-taxable amounts, statutory amounts, and company totals.

Figure 7-13. Sample Third Party Sick Pay - Full Report
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7-16 Third Party Sick Pay - Summary Report
Third Party Sick Pay - Summary Report

This report lists summary third-party sick pay information for the current pay period. It includes taxable, non-taxable, gross 
sick pay, net sick pay, and company totals.

Figure 7-14. Sample Third Party Sick Pay - Summary Report
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8-2 Performance Review Assignments Report
Performance Review Assignments Report

This report lists the employees with performance review assignments, reviewing managers, review dates, statuses, and other 
related information. You can also list employees who do not have a performance review assignment. This report also lists 
performance plans and the templates, including categories and goals contained in the templates, and rating scales.

Figure 8-1. Sample Performance Review Assignments Report
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Performance Reviews - Final Copy Report 8-3
Performance Reviews - Final Copy Report

This report displays the detail information about the reviews that are assigned to employees.

Figure 8-2. Sample Performance Review - Final Copy Report
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8-4 Performance Reviews - Working Copy Report
Performance Reviews - Working Copy Report

This report contains the performance review details of an employee. You can also print and use the report as a working 
document or worksheet to complete the final review.

Figure 8-3. Sample Performance Review - Working Copy Report

Description

���������!�"	���!��������	
����

�����������������������
���������	
����

�	��	����������	
 	�
 �����������	��	��	��	��������

�	��	���	�����	��
 ������ ������������������	��	�	�

�	��	�������	���
����


���� �	��	���	��������������	
 �-���� �� 

������������������	
 �	��	���	�����!������	

�	��	�����	
�-���� ���	��	����	��	���	����	

��� �� ��� �-��-� ���
�-���� ���

�����		������� �

���������	�

��������	��	������	�����������	

�	���������


����	�"������	��������	�����	#�		����������������	$���	�	���!#�		�������
�	$���	�	���

�%��	�"������	��		������&�����	#�		����	�	�����	$���	�	������	���	��
!#�		�������
�	$���	�	���

����	�"������	��		��������	$���	�	������������������	������'		�������
�	$���	�	���

� ��	�"������	��		������	&������������&��	$���	�	���������	$���	���������������	���	��
6������	��������
�	$���	�	���

����	�"������	�"���������		���	$���	�	���(��	$���	��	#��	�	�������	�����������6������	��������
�	$���	�	���
Chapter 8: Performance Reports ADP Proprietary and Confidential
Standard Reports Guide



Chapter 9

Personal & Employment Reports

9-3 ACA Affordability Worksheet

9-4 ACA Applicable Large Employer Worksheet

9-5 Accumulator Report

9-6 Allowed/Taken Report

9-7 Average Age Minority and Service Report

9-8 Compa Ratio Analysis Report

9-9 Company Property Report

9-10 Compensation Change Report

9-11 Compensation History Report

9-12 Deductions in Arrears Report

9-13 Emergency Contact Report

9-14 Employee Directory Report

9-15 Employee Payroll Changes
ADP Proprietary and Confidential Chapter 9: Personal & Employment Reports
Standard Reports Guide



9-2
9-16 Employee Profile Report

9-18 Employee Roster Report

9-19 Employee Summary Report

9-21 Name and Address Labels Report

9-22 Notes & Alerts Report

9-23 Reports To Report

9-24 Reserved File Number Report

9-25 Salary Review Report

9-26 Seniority Report

9-27 Terminated and Deceased Employees Report

9-28 Termination Report

9-29 Turnover Report

9-30 Voluntary Deduction Report

9-31 Workers Compensation Employee Detail Report

9-32 Workers Compensation Policy Report
Chapter 9: Personal & Employment Reports ADP Proprietary and Confidential
Standard Reports Guide



ACA Affordability Worksheet 9-3
ACA Affordability Worksheet

This worksheet report displays the affordability of employees for minimum coverage options for the year 2014 and future 
years based on the Federal W-2 Taxable Wage or the current projected annualized wages.

Figure 9-1. Sample ACA Affordability Worksheet
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9-4 ACA Applicable Large Employer Worksheet
ACA Applicable Large Employer Worksheet

This worksheet helps you to determine how many full-time employees and full-time equivalent employees (FTEs) you have as 
defined by the ACA. You can run this worksheet in either Summary or Detail Mode.

• Summary Mode (default) – Displays the monthly full-time equivalent employee count and average full-time equivalents per 
month within the review period.

• Detail Mode – Displays supporting pay statement details for each employee listed in the worksheet.

 You should run this worksheet on an annual basis to ensure that you meet the applicable large employer threshold.

Figure 9-2. Sample ACA Applicable Large Employer Worksheet
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Accumulator Report 9-5
Accumulator Report

This report lists adjustments and totals for accumulators. You can optionally include only adjustments made to employee 
accumulator amounts for the current pay period.

Figure 9-3. Sample Accumulator Report
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9-6 Allowed/Taken Report
Allowed/Taken Report

This report includes adjustments and totals for Allowed/Taken hours (holiday, vacation, sick). You can optionally include only 
adjustments made for the current pay period.

Figure 9-4. Sample Allowed/Taken Report
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Average Age Minority and Service Report 9-7
Average Age Minority and Service Report

This report displays the counts by gender, age, and service years.

Figure 9-5. Sample Average Age Minority and Service Report

Description

��������	���
���
������ ������������������
����
��
����

������� �����
��� ��� ������

���*��+,���-�����6	�
�--�-����

7�+	��.�
����0-������	��	��
�	��		
��

���
�� ����� �� 	���������

����	�������	��	����		
�� ���
�� ����� �� 	���������
����	��������	����	��
��

���
�� ����� �� 	���������

����	�������������		������
�������������	�
���������
��

���
�� ����� �� 	���������

�������	�����	������
���	����

����	�������	��	��
�	��		
��

���
�� ���� �� 	���������

����	��������	����	��
��

���
�� ���� �� 	���������

����	�������������		������
��	�����	������
��

���
�� ���� �� 	���������

�������	����
���	����

����	�������	��	��
�	��		
��

���
� ���� �� 	���������

����	�������	��	����		
�� ���
�� ���� �� 	���������
����	��������	����	��
��

���
�� ���� �� 	���������

����	�������������		������
��	����
��

���
�� ���� �� 	���������

�������������	���
���	����

����	�������	��	��
�	��		
��

���
�� ����� �� 	���������

����	�������	��	����		
�� ���
�� ���� �� 	���������
����	��������	����	��
��

���
�� ���� �� 	���������

����	�������������		������
��������	���
��

���
�� ���� �� 	���������
ADP Proprietary and Confidential Chapter 9: Personal & Employment Reports
Standard Reports Guide



9-8 Compa Ratio Analysis Report
Compa Ratio Analysis Report

This report displays a list of pay grade, minimum salary, midpoint salary, maximum salary, and compa-ratio for an employee.

Figure 9-6. Sample Compa Ratio Analysis Report
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Company Property Report 9-9
Company Property Report

This report displays a list of the employees who have items of company property assigned to them.

Figure 9-7. Sample Company Property Report
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9-10 Compensation Change Report
Compensation Change Report

This report provides information regarding the current and previous salaries for employees with the change amount in 
percentage.

Figure 9-8. Sample Compensation Change Report
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Compensation History Report 9-11
Compensation History Report

This report displays information regarding employees’ salary history and count of salary records by pay division, business 
units, and so on.

Figure 9-9. Sample Compensation History Report
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9-12 Deductions in Arrears Report
Deductions in Arrears Report

This report lists deductions in arrears balances and adjustments. You can optionally include only deductions with current pay 
period adjustments.

Figure 9-10. Sample Deductions in Arrears Report
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Emergency Contact Report 9-13
Emergency Contact Report

This report lists the primary emergency contact name and telephone number, physician, and hospital for employees.

Figure 9-11. Sample Emergency Contact Report
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9-14 Employee Directory Report
Employee Directory Report

This report includes employee name, Social Security number, address, and home and business telephone numbers.

Figure 9-12. Sample Employee Directory Report
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Employee Payroll Changes 9-15
Employee Payroll Changes

This report lists all changes to existing and new hire employee data, including lien information, that were made in the current 
pay period. It includes the old value and the new value. It also lists employee transfers, with the old and new file numbers, as 
well as changes to Automatic Labor Allocation, workers' compensation insurance policy information, status flags, pension 
basis, and special accounts. Your user profile or your security group and permissions, set up by your company's portal 
administrator, determine how bank deposit account numbers and Transit/ABA numbers are displayed for you in reports and in 
the application.

Figure 9-13. Sample Employee Payroll Changes Report
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9-16 Employee Profile Report
Employee Profile Report

This report lists an employee’s employment record. This report displays information for each employee and includes personal 
information, demographic data, regulatory data, status with effective dates, work/position details, citizenship/i9 data, time off 
summary, assigned manager with effective date and direct reports, earnings information, talent/development data, performance 
reviews, emergency contacts, federal/state/local taxes, direct deposit, and custom fields.

Description
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Employee Profile Report 9-17
Figure 9-14. Sample Employee Profile Report
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9-18 Employee Roster Report
Employee Roster Report

This report includes home department, status, primary position indicator, hire date, job title, rate type, and pay rate amounts for 
all employees (active, leave of absence, terminated, and deceased).

Figure 9-15. Sample Employee Roster Report
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Employee Summary Report 9-19
Employee Summary Report

This report displays information about an employee in a two-page format. It includes employee personal information, contact 
information, employee information, position information, time off, regular pay, pay grade, additional earnings, pay rates, and 
direct reports.

Description
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9-20 Employee Summary Report
Figure 9-16. Sample Employee Summary Report
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Name and Address Labels Report 9-21
Name and Address Labels Report

This report displays the names and addresses of employees. 

Figure 9-17. Sample Name and Address Labels Report
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9-22 Notes & Alerts Report
Notes & Alerts Report

This report lists the notes you created with their due dates, any notes that other users copied to you, and their status.

Figure 9-18. Sample Notes & Alerts Report
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Reports To Report 9-23
Reports To Report

This report lists employees grouped by the immediate supervisor indicated in the Reports To field. Employees who do not have 
an entry in the Reports To field are listed at the beginning of the report or specified grouping. Employees with multiple file 
numbers are listed in each of the company codes to which they belong.

Figure 9-19. Sample Reports To Report
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9-24 Reserved File Number Report
Reserved File Number Report

This report identifies the file numbers that cannot be reused and assigned to another person. While a file number is in this table 
it is reserved and cannot be reused. When the file number is removed from this table, it is then available to be assigned to 
another employee.

Figure 9-20. Sample Reserved File Number Report

Description
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Salary Review Report 9-25
Salary Review Report

This report lists the current salary for salaried and hourly employees during the specified report period. It includes the rate 
type, increase type, rate amount, rate effective date, and annual salary.

Figure 9-21. Sample Salary Review Report

Description
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9-26 Seniority Report
Seniority Report

This report lists employees, their length of service, and date of hire.

Figure 9-22. Sample Seniority Report
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Terminated and Deceased Employees Report 9-27
Terminated and Deceased Employees Report

This report lists all terminated or deceased employees and the date of termination.

Figure 9-23. Sample Terminated and Deceased Employees Report

Description
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9-28 Termination Report
Termination Report

This report lists employees with a terminated status. It includes the termination date, reason for termination, length of service, 
supervisor, and date of hire.

Figure 9-24. Sample Termination Report

Description
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Turnover Report 9-29
Turnover Report

This report provides information on employee position (Place On Leave, Return From Leave, Retired, Terminated, Rehire, and 
so on) changes over a period of time. For example, user can create a report to view how many times employees of a particular 
company changed their position from Place On Leave to Return from Leave over a period of 3 months.

Figure 9-25. Sample Turnover Report
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9-30 Voluntary Deduction Report
Voluntary Deduction Report

This report lists all scheduled voluntary deductions, deduction codes, descriptions, and dollar amounts or percentages for an 
employee.

Figure 9-26. Sample Voluntary Deduction Report
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Workers Compensation Employee Detail Report 9-31
Workers Compensation Employee Detail Report

This report lists all employees covered by workers compensation policies. It includes policy information and job classes for 
each state covered by the policy.

Figure 9-27. Sample Workers Compensation Employee Detail Report
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9-32 Workers Compensation Policy Report
Workers Compensation Policy Report

This report lists all workers' compensation Job Classification codes and workers' compensation insurance policies that are 
available for this company.

Figure 9-28. Sample Workers Compensation Policy Report
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10-2 Applicant Flow by Gender and Ethnicity Report
Applicant Flow by Gender and Ethnicity Report

This report displays the count of applicants by gender and ethnicity.

Figure 10-1. Sample Applicant Flow by Gender and Ethnicity Report
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Applicant Summary Report 10-3
Applicant Summary Report

This report displays the Applicant Summary for all applicants.

Figure 10-2. Sample Applicant Summary Report
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10-4 Application Questions and Answers Report
Application Questions and Answers Report

This report lists the answers to questions on the recruitment application.

Figure 10-3. Sample Application Questions and Answers Report
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Application Status History Report 10-5
Application Status History Report

This report lists application status history for an applicant and addresses the requirement to track applicant workflow history.

Figure 10-4. Sample Application Status History Report

Description
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10-6 Cost to Hire Report
Cost to Hire Report

This report lists costs associated with a requisition. In addition to itemizing costs, the report provides totals and average cost to 
hire based on total costs for requisitions and the total number of positions requested and filled. The costs are tracked by 
requisition and not by the individual applications.

Figure 10-5. Sample Cost to Hire Report

Description
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Time to Hire Report 10-7
Time to Hire Report

This report lists the candidates who have completed the "onboarding" process. The report output displays information about 
the requisition and candidate.

Figure 10-6. Sample Time to Hire Report

Description
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11-2 ADA Accommodation Requests Report
ADA Accommodation Requests Report

This report lists accommodation requests for employees under the Americans with Disabilities Act. It includes the request date 
and type, an indication of whether the accommodation was provided, and the estimated and actual costs of the accommodation.

Figure 11-1. Sample ADA Accommodation Requests Report

Description
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ADA Disability Report 11-3
ADA Disability Report

This report lists employees who are classified as disabled under the Americans with Disabilities Act. It includes the disability 
date and description.

Figure 11-2. Sample ADA Disability Report

Description
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11-4 EEO-1 Employee Detail Report
EEO-1 Employee Detail Report

This reports lists gender, EEO ethnic code, and EEO job category for employees who were active or on leave of absence as of 
the run date. Terminated or deceased employees are also counted if their termination date is missing or is within the last 12 
months.

Figure 11-3. Sample EEO-1 Employee Detail Report

Description
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EEO-1 Worksheet Report 11-5
EEO-1 Worksheet Report

This report lists counts of employees who were active or on leave of absence as of the run date by gender and ethnic code 
across EEO-1 job categories. Terminated and deceased employees are not counted. You should run this report and the EEO-1 
Employee Detail report between July 1 and September 30 each year.

Figure 11-4. Sample EEO-1 Worksheet Report

Description
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11-6 Family Leave (FMLA) Report
Family Leave (FMLA) Report

This report lists employees who have taken a leave of absence under the Family and Medical Leave Act. It includes the reason 
for the leave, leave start and end dates, and days taken.

Figure 11-5. Sample Family Leave (FMLA) Report

Description
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IRCA Employee Eligibility Verification Report 11-7
IRCA Employee Eligibility Verification Report

This report lists all employees missing identification or eligibility documentation, and all authorized aliens for whom one or 
more documents are due to expire.

Figure 11-6. Sample IRCA Employee Eligibility Verification Report

Description
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11-8 OSHA's Form 300 Report
OSHA's Form 300 Report

This report classifies work-related injuries and illnesses and notes the extent and severity of each case.

Figure 11-7. Sample OSHA's Form 300 Report

Description
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OSHA's Form 300A Report 11-9
OSHA's Form 300A Report

This report lists the total number and type of work-related illnesses and injuries that occurred during a specified year. The 
report applies to employers subject to the Occupational Health and Safety Act (OSHA).

Figure 11-8. Sample OSHA's Form 300A Report

Description
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11-10 OSHA's Form 301 Report
OSHA's Form 301 Report

This report lists detailed information about each work-related injury and illness contained on the Log of Work-Related Injuries 
and Illnesses report, OSHA Form 300.

Figure 11-9. Sample OSHA's Form 301 Report
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Vets-4212 Report 11-11
Vets-4212 Report

This worksheet enables you to generate the summary data required to meet your obligation as a federal contractor or 
sub-contractor to report specified information on protected veterans in your workforce in the aggregate, rather than for each 
category of veterans protected under the statute.

Figure 11-10. Sample Vets-4212 Report
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11-12 Vets-4212 Employee Detail Report
Vets-4212 Employee Detail Report

This worksheet enables you to see the details of the employees who appear in summarized form in the Vets-4212 Worksheet.

Figure 11-11. Sample Vets-4212 Employee Detail Report
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12-2 Education Report
Education Report

This report lists the educational background of employees. It includes learning institutions, qualifications, level of education, 
estimated completion date, actual completion date, education credit type, and major.

Figure 12-1. Sample Education Report
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Licenses and Certifications Report 12-3
Licenses and Certifications Report

This report lists the licenses and certifications an employee has acquired. It includes a description, category, 
license/certification ID, expiration date, renewal requirement, and the amount reimbursed by the company.

Figure 12-2. Sample Licenses and Certifications Report
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12-4 Memberships Report
Memberships Report

This report lists professional memberships and associations for employees.

Figure 12-3. Sample Memberships Report

Description
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Skills Report 12-5
Skills Report

This report lists the skills, experience, and proficiency levels an employee has acquired. It includes a description of the skill, 
category, date the skill was last used, years/months of experience, proficiency level, test requirement, and certification 
requirement.

Figure 12-4. Sample Skills Report

Description
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12-6 Talent Profile Report
Talent Profile Report

This report includes personal information, prior employers, education, skills, licenses and certifications, and membership 
information.

Figure 12-5. Sample Talent Profile Report

Description
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13-4 Actual vs. Scheduled Hours Report - Employee Detail Report
Actual vs. Scheduled Hours Report - Employee Detail Report

This report includes actual hours, scheduled hours, and any variance between the hours for each employee and each pay date in 
the selected time frame. It also displays the earnings code for each entry (if one was entered). This version of the report can 
also include optional payroll information that allows you to see how time is distributed to payroll.

Figure 13-1. Sample Actual vs. Scheduled Hours Report - Employee Detail Report

Description

9OR000051 Berry Lawrence

8.00 8.00Mon 11/16/2015
8.00Subtotal 0.00 8.00

Payroll
8.00 REGULAR

8.00 8.00Tue 11/17/2015
8.00Subtotal 0.00 8.00

Payroll
8.00 REGULAR

8.00 8.00Wed 11/18/2015
8.00Subtotal 0.00 8.00

Payroll
8.00 REGULAR

8.00 8.00Thu 11/19/2015
8.00Subtotal 0.00 8.00

Payroll
8.00 REGULAR

8.00 8.00Fri 11/20/2015
8.00Subtotal 0.00 8.00

VariancePay Code Scheduled Hours
(rounded) Pay Code

Position ID Last Name First Name

Pay Date Actual Hours
(rounded)

Payroll
8.00 REGULAR
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Actual vs. Scheduled Hours Report - Employee Summary Report 13-5
Actual vs. Scheduled Hours Report - Employee Summary 
Report

This report includes only actual hours, scheduled hours, and any variance between the hours for each employee in the selected 
time frame. This is a streamlined version of the detail report. It does not include pay dates or earnings codes.

Figure 13-2. Sample Actual vs. Scheduled Hours Report - Employee Summary Report

Description

80.000.0080.009OR000051 Berry Lawrence

55.000.0055.009OR000052 Beyer Laura A

80.000.0080.009OR000053 Biggins Peter A

68.000.0068.00 Time Pair Errors9OR000054 Bonner Edward J

80.000.0080.009OR000055 Byrnes Ronald A

80.000.0080.009OR000056 Byrone Richard

75.500.0075.509OR000057 Cecchetti David

80.000.0080.009OR000058 Selbert Thomas

80.000.0080.009OR000059 Anderson Todd

8.000.008.009OR000060 Intenzo Bryan K

80.000.0080.009OR000061 Cody Timothy D

40.000.0040.009OR000062 Coffey Philip M

40.000.0040.009OR000063 Cole Dale G

32.000.0032.009OR000064 Condo Heidi

40.000.0040.009OR000065 Cormier David

16.000.0016.009OR000066 Coslett Daniel A

80.000.0080.009OR000067 Cramer Neal S

8.000.008.009OR000068 Intermont Lorraine R

8.000.008.009OR000069 Davis Peter K

40.000.0040.009OR000070 Dearborne Susan M

80.000.0080.009OR000071 Delaney Albert L

80.000.0080.009OR000072 England Michael R

80.000.0080.009OR000073 English Stephen A

32.000.0032.009OR000074 Bethany Beth

80.000.0080.009OR000075 Field John S

8.000.008.009OR000076 Intes Marie L

VarianceScheduled Hours
(rounded)

Position ID Last Name First Name

Actual Hours
(rounded)
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13-6 Actual vs. Scheduled Hours Report - Worked / Non-Worked Summary Report
Actual vs. Scheduled Hours Report - Worked / Non-Worked 
Summary Report

This version of the report has two sections: 

• Worked Time 

• Non-Worked Time

Under each section, the report displays the actual hours, scheduled hours, and any variance between the hours for each earnings 
code in the selected time frame.

Figure 13-3. Sample Actual vs. Scheduled Hours Report - Worked / Non-Worked Summary Report

Description

Worked Time
[Not Specified] 2,342.50 0.00 2,342.50 Time Pair Errors

2,342.50 0.00 2,342.50Subtotal

Non-Worked Time
HOLIDAY 424.00 0.00 424.00
VACATION 152.00 0.00 152.00

576.00 0.00 576.00Subtotal
Total for 9OR 2,918.50 0.00 2,918.50

Grand Total 2,918.50 0.00 2,918.50

VarianceScheduled Hours
(rounded)Pay Code Actual Hours

(rounded)
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Approaching Weekly Overtime Report 13-7
Approaching Weekly Overtime Report

This report displays employee name, employee ID, timecard errors, total days worked to date, and total weekly hours to date of 
employees who are nearing the weekly threshold for receiving overtime pay.

Figure 13-4. Sample Approaching Weekly Overtime Report

Description

Albright Anthony 9OR000100 3 45.00

Days
Worked Total Hours Errors on

Timecard

Last Name First Name Position ID
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13-8 Attendance Report
Attendance Report

This report includes employee attendance exceptions.

Figure 13-5. Sample Attendance Report

Description

Albright Anthony 9OR000100
ERLOUT15/01/2016 1.002.50Clocked Out EarlyFri
LATOUT25/01/2016 1.001.50Clocked Out LateMon
LATEIN26/01/2016 1.002.25Clocked In LateTue

6.25Subtotal 3.00

6.25Total for: 9OR 3.00

6.25Grand Total 3.00

Attendance Date Tracking Code Pay Code

Date Range: 02/02/2015 - 02/02/2016

Hours Occurrences

Company Code: 9OR

Exception

Last Name First Name Position ID
Chapter 13: Time & Attendance Reports ADP Proprietary and Confidential
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Attendance Report with Notes 13-9
Attendance Report with Notes

This report includes employee attendance exceptions with any associated time pair notes and attendance exception notes.

Figure 13-6. Sample Attendance Report with Notes

Description

Albright Anthony 9OR000100
ERLOUT15/01/2016 1.002.50Clocked Out Early

Attendance Exception Notes: Left early without approval
Fri

LATOUT25/01/2016 1.001.50Clocked Out LateMon
LATEIN26/01/2016 1.002.25Clocked In Late

Attendance Exception Notes: Not Excused 
Tue

6.25Subtotal 3.00

6.25Total for: 9OR 3.00

6.25Grand Total 3.00

Attendance Date Tracking Code Pay Code

Date Range: 02/02/2015 - 02/02/2016

Hours Occurrences

Company Code: 9OR

Exception

Last Name First Name Position ID
ADP Proprietary and Confidential Chapter 13: Time & Attendance Reports
Standard Reports Guide



13-10 Company Profile - Administrator Report
Company Profile - Administrator Report

This report lists common Time & Attendance configuration items, such as holidays, pay cycles, pay groups, security groups 
and other items. For each list in the report, basic data such as the configuration item’s ID, description, start and stop dates, and 
other information is displayed.

Figure 13-7. Sample Company Profile - Administrator Report

Description

HOLIDAY Holiday Program

New Year's Day 01/01/2016
Martin Luther King Day 01/18/2016
Presidents Day 02/15/2016
Memorial Day 05/30/2016
Independence Day 07/04/2016
Labor Day 09/05/2016
Columbus Day 10/10/2016
Veterans' Day 11/11/2016
Thanksgiving 11/24/2016
Day After Thanksgiving 11/25/2016
Christmas Eve 12/23/2016
Christmas Day 12/26/2016
New Year's Eve 12/30/2016

HOLIDAY4HR Holiday Program 4 Hour Award

New Year's Day 01/01/2016
Memorial Day 05/30/2016
Independence Day 07/04/2016
Labor Day 09/05/2016
Thanksgiving 11/24/2016
Day After Thanksgiving 11/25/2016
Christmas Day 12/26/2016

Scheduled
HOLIDAY

Scheduled Holiday Program

New Year's Day 01/01/2016
Memorial Day 05/30/2016
Independence Day 07/04/2016
Labor Day 09/05/2016
Thanksgiving 11/24/2016
Christmas Day 12/25/2016

All Dates
Holiday Program

Description Date

Holiday Program Description
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Daily Schedule Report 13-11
Daily Schedule Report 

This report displays employee daily schedules, including scheduled start and stop times and any earnings codes, shift rules, and 
labor charges associated with scheduled time pairs.

Figure 13-8. Sample Daily Schedule Report

Description

Albright Anthony 9OR000100 EST 111000
11/30/2015 04:30 PM11/30/2015 08:00 AM 8.00

Anderson Todd 9OR000059 EST 104000
11/30/2015 03:00 PM11/30/2015 07:00 AM 7.50

Berry Lawrence 9OR000051 EST 902000
11/30/2015 04:30 PM11/30/2015 08:00 AM 8.00

Beyer Laura A 9OR000052 EST 102000
11/30/2015 04:30 PM11/30/2015 08:00 AM 8.00

Biggins Peter A 9OR000053 EST 901000
11/30/2015 04:30 PM11/30/2015 08:00 AM 8.00

Bonner Edward J 9OR000054 EST 111000
11/30/2015 11:00 PM11/30/2015 03:00 PM 7.50

Byrnes Ronald A 9OR000055 EST 111000
11/30/2015 04:30 PM11/30/2015 08:00 AM 8.00

Byrone Richard 9OR000056 EST 104000
11/30/2015 04:30 PM11/30/2015 08:00 AM 8.00

Cecchetti David 9OR000057 EST 102000
11/30/2015 03:00 PM11/30/2015 07:00 AM 7.50

Cody Timothy D 9OR000061 EST 701000
11/30/2015 05:00 PM11/30/2015 08:00 AM 8.50

Coffey Philip M 9OR000062 EST 103000
11/30/2015 05:00 PM11/30/2015 08:00 AM 8.50

Cole Dale G 9OR000063 EST 901000
11/30/2015 04:00 PM11/30/2015 08:00 AM 7.50

Condo Heidi 9OR000064 EST 111100
11/30/2015 03:00 PM11/30/2015 07:00 AM 7.50

Cormier David 9OR000065 EST 103000
11/30/2015 03:00 PM11/30/2015 07:00 AM 7.50

In time Out time Pay Code Scheduled
Department Lunch Plan Pre-Paid DateHours

Last Name First Name Position ID TimeZone Job or Project Department
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13-12 Department Detail Report
Department Detail Report 

This report displays the number of actual and projected hours charged to each department and their cost, sorted by employee 
and earnings code.

Figure 13-9. Sample Department Detail Report

Description

9OR000052 Beyer Laura A
102000 $282.728.00HOLIDAY-Holiday
102000 $1,130.8832.00REGULAR-Regular

$1,413.60Subtotal 40.00

9OR000057 Cecchetti David
102000 $433.768.00HOLIDAY-Holiday
102000 $3,659.8567.50REGULAR-Regular

$4,093.61Subtotal 75.50

9OR000067 Cramer Neal S
102000 $193.048.00HOLIDAY-Holiday
102000 $965.2040.00REGULAR-Regular
102000 $772.1632.00VACATION-Vacation

$1,930.40Subtotal 80.00

9OR000099 Martinez Tyffany
102000 $177.848.00HOLIDAY-Holiday
102000 $533.5224.00REGSH2-Regular Shift 2
102000 $533.5224.00REGULAR-Regular

$1,244.88Subtotal 56.00

Total for: 102000 251.50 $8,682.49

Worked Department Pay Code DollarsHours

Position ID Last Name First Name
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Department Summary Report 13-13
Department Summary Report

This report displays the number of actual and projected hours charged to each department and their cost, sorted by earnings 
code only.

Figure 13-10. Sample Department Summary Report

Description

9OR000052 Beyer Laura A
102000 $282.728.00HOLIDAY-Holiday
102000 $1,130.8832.00REGULAR-Regular

$1,413.60Subtotal 40.00

9OR000057 Cecchetti David
102000 $433.768.00HOLIDAY-Holiday
102000 $3,659.8567.50REGULAR-Regular

$4,093.61Subtotal 75.50

9OR000067 Cramer Neal S
102000 $193.048.00HOLIDAY-Holiday
102000 $965.2040.00REGULAR-Regular
102000 $772.1632.00VACATION-Vacation

$1,930.40Subtotal 80.00

9OR000099 Martinez Tyffany
102000 $177.848.00HOLIDAY-Holiday
102000 $533.5224.00REGSH2-Regular Shift 2
102000 $533.5224.00REGULAR-Regular

$1,244.88Subtotal 56.00

Total for: 102000 251.50 $8,682.49

Worked Department Pay Code DollarsHours

Position ID Last Name First Name
ADP Proprietary and Confidential Chapter 13: Time & Attendance Reports
Standard Reports Guide



13-14 Edit Audit Report
Edit Audit Report

This report displays a detailed list of changes made by specific users.

Figure 13-11. Sample Edit Audit Report

Description

9OR000051 Berry Lawrence 902000 EST
Timecard

Created 11/28/2015 12:18 PM Albright , Anthony Time InTimecard Edit 10/05/2015 08:00 AM
Time Out 10/05/2015 04:00 PM
Hours 8.00
Location 002
Department 902000

Created 11/28/2015 12:18 PM Albright , Anthony Time InTimecard Edit 10/06/2015 08:00 AM
Time Out 10/06/2015 04:00 PM
Hours 8.00
Location 002
Department 902000

Created 11/28/2015 12:18 PM Albright , Anthony Time InTimecard Edit 10/07/2015 08:00 AM
Time Out 10/07/2015 04:00 PM
Hours 8.00
Location 002
Department 902000

Created 11/28/2015 12:18 PM Albright , Anthony Time InTimecard Edit 10/08/2015 08:00 AM
Time Out 10/08/2015 04:00 PM
Hours 8.00
Location 002
Department 902000

Created 11/28/2015 12:18 PM Albright , Anthony Time InTimecard Edit 10/09/2015 08:00 AM
Time Out 10/09/2015 04:00 PM
Hours 8.00
Location 002
Department 902000

Module
Action Date of Change Changed By (Associate 

ID) Attribute Old ValueReason New Value

Position ID Last Name First Name Department Job or Project TimeZone
Chapter 13: Time & Attendance Reports ADP Proprietary and Confidential
Standard Reports Guide



Employee Badge Report 13-15
Employee Badge Report

This report displays employee names, position IDs, payroll transfer settings, and status, sorted by badge number.

Figure 13-12. Sample Employee Badge Report

Description

0052 Beyer, Laura A 9OR000052 Yes Active

1001 Albright, Anthony 9OR000100 Yes Active

104 Smith, Jill 9OR000104 No Active

1067 Cramer, Neal S 9OR000067 Yes Active

55 Byrnes, Ronald A 9OR000055 Yes Active

62 Coffey, Philip M 9OR000062 Yes Active

65 Cormier, David 9OR000065 Yes Active

70 Dearborne, Susan 
M

9OR000070 Yes Active

73 English, Stephen A 9OR000073 Yes Active

78 Flannagan,
Christopher

9OR000078 Yes Active

81 French, Toni 9OR000081 Yes Active

86 Gerry, Norman R 9OR000086 Yes Active

89 Jeffreys, Melvin 9OR000089 Yes Active

Anderson, Todd 9OR000059 Yes Active

Berry, Lawrence 9OR000051 Yes Active

Bethany, Beth 9OR000074 Yes Active

Biggins, Peter A 9OR000053 Yes Active

Bonner, Edward J 9OR000054 Yes Active

Buckshaw, Lisa 9OR000103 No Active

Byrone, Richard 9OR000056 Yes Active

Cecchetti, David 9OR000057 Yes Active

Cody, Timothy D 9OR000061 Yes Active

Employee Transfer to 
PayrollBadge Employee Name Position ID Status
ADP Proprietary and Confidential Chapter 13: Time & Attendance Reports
Standard Reports Guide



13-16 Employee Daily Totals Report
Employee Daily Totals Report

This report displays employee hours and earnings by employee, date, and earnings code.

Figure 13-13. Sample Employee Daily Totals Report

Description

9OR000051 Berry Lawrence
Mon 11/16/2015 $0.008.00REGULAR-Regular
Tue 11/17/2015 $0.008.00REGULAR-Regular
Wed 11/18/2015 $0.008.00REGULAR-Regular
Thu 11/19/2015 $0.008.00REGULAR-Regular
Fri 11/20/2015 $0.008.00REGULAR-Regular
Mon 11/23/2015 $0.008.00HOLIDAY-Holiday
Tue 11/24/2015 $0.008.00REGULAR-Regular
Wed 11/25/2015 $0.008.00REGULAR-Regular
Thu 11/26/2015 $0.008.00REGULAR-Regular
Fri 11/27/2015 $0.008.00REGULAR-Regular

$0.00Subtotal 80.00

9OR000052 Beyer Laura A
Mon 11/16/2015 $229.716.50REGSH3-Regular Shift 3
Mon 11/16/2015 $265.057.50REGULAR-Regular
Tue 11/17/2015 $229.716.50REGSH3-Regular Shift 3
Tue 11/17/2015 $265.057.50REGULAR-Regular
Mon 11/23/2015 $282.728.00HOLIDAY-Holiday
Tue 11/24/2015 $282.728.00REGULAR-Regular
Wed 11/25/2015 $282.728.00REGULAR-Regular
Thu 11/26/2015 $282.728.00REGULAR-Regular
Fri 11/27/2015 $282.728.00REGULAR-Regular

$2,403.12Subtotal 68.00

Pay Date Pay Code DollarsHours

Position ID Last Name First Name
Chapter 13: Time & Attendance Reports ADP Proprietary and Confidential
Standard Reports Guide



Employee Dates Report 13-17
Employee Dates Report

This report displays employee dates such as hire dates, seniority dates, and benefit accrual dates.

Figure 13-14. Sample Employee Dates Report

Description

9OR000051 Berry Lawrence

Hire Date05/13/2000

9OR000052 Beyer Laura A

Hire Date07/21/2007

9OR000053 Biggins Peter A

Hire Date01/02/2014

9OR000054 Bonner Edward J

Hire Date05/23/1996

9OR000055 Byrnes Ronald A

Hire Date02/04/1995

9OR000056 Byrone Richard

Hire Date12/05/2006

9OR000057 Cecchetti David

Hire Date05/07/2003

9OR000058 Selbert Thomas

Hire Date01/19/1997

9OR000059 Anderson Todd

Hire Date05/21/2003

9OR000060 Intenzo Bryan K

Hire Date07/08/2005

9OR000061 Cody Timothy D

Hire Date04/03/2013

9OR000062 Coffey Philip M

Hire Date05/21/2003

Date Description

Position ID Last Name First Name
ADP Proprietary and Confidential Chapter 13: Time & Attendance Reports
Standard Reports Guide



13-18 Employee List Report
Employee List Report

This report displays employee IDs, badge numbers, and basic configuration information, listed alphabetically by employee 
name.

Figure 13-15. Sample Employee List Report

Description

ActiveAlbright, Anthony 9OR000100 000100 1001 111000 MCLOCKTIME Yes

ActiveAnderson, Todd 9OR000059 000059 104000 MHOURS Yes

ActiveBerry, Lawrence 9OR000051 000051 902000 MHOURS Yes

ActiveBethany, Beth 9OR000074 000074 104000 JOBHOURS Yes

ActiveBeyer, Laura A 9OR000052 000052 0052 102000 JOBCLOCK Yes

ActiveBiggins, Peter A 9OR000053 000053 901000 MHOURS Yes

ActiveBonner, Edward J 9OR000054 000054 111000 MVIEW Yes

ActiveBuckshaw, Lisa 9OR000103 000103 601000 SALARY No

ActiveByrnes, Ronald A 9OR000055 000055 55 111000 SVCCLOCK Yes

ActiveByrone, Richard 9OR000056 000056 104000 SVCHOURS Yes

ActiveCecchetti, David 9OR000057 000057 102000 JOBTIME Yes

ActiveCody, Timothy D 9OR000061 000061 701000 HHOURS Yes

ActiveCoffey, Philip M 9OR000062 000062 62 103000 HCLOCK Yes

ActiveCole, Dale G 9OR000063 000063 901000 HHOURS Yes

ActiveCondo, Heidi 9OR000064 000064 111100 HTIME Yes

ActiveCormier, David 9OR000065 000065 65 103000 HCLOCK Yes

ActiveCoslett, Daniel A 9OR000066 000066 901000 NPHOURS Yes

ActiveCramer, Neal S 9OR000067 000067 1067 102000 JOBCLOCKTIME Yes

ActiveDavis, Peter K 9OR000069 000069 701000 RHOURS Yes

ActiveDearborne, Susan 
M

9OR000070 000070 70 111000 RCLOCK Yes

ActiveDelaney, Albert L 9OR000071 000071 901000 RHOURS Yes

ActiveEngland, Michael R 9OR000072 000072 777345 RTIME Yes

BadgeEmployee Name Position ID File Number StatusDepartment Pay Class Employee Transfer to 
Payroll
Chapter 13: Time & Attendance Reports ADP Proprietary and Confidential
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Employee Rates Report 13-19
Employee Rates Report

This report displays employee rates information by position ID.

Figure 13-16. Sample Employee Rates Report

Description

9OR000052 Beyer Laura A

Base Wage Rate $23.220007/21/2007
Base Wage Rate $24.000001/01/2008
Base Wage Rate $23.330008/01/2008
Base Wage Rate $23.330008/02/2008
Base Wage Rate $23.330010/10/2010
Base Wage Rate $23.340012/07/2011
Base Wage Rate $33.340005/01/2012
Base Wage Rate $35.340002/04/2013

9OR000053 Biggins Peter A

Base Wage Rate $43.220008/19/1990
Base Wage Rate $45.000001/01/2005
Base Wage Rate $46.500001/01/2007
Base Wage Rate $43.220008/01/2008
Base Wage Rate $43.230012/07/2011
Base Wage Rate $53.230005/01/2012
Base Wage Rate $53.230004/03/2013
Base Wage Rate $53.230001/02/2014

9OR000054 Bonner Edward J

Base Wage Rate $34.210005/23/1996
Base Wage Rate $35.430001/01/1999
Base Wage Rate $36.210001/01/2002
Base Wage Rate $34.210008/01/2008
Base Wage Rate $34.210008/02/2008
Base Wage Rate $37.220012/07/2011

9OR000055 Byrnes Ronald A

Base Wage Rate $43.210002/04/1995
Base Wage Rate $44.220001/01/1999
Base Wage Rate $45.670001/01/2002

Date Description Rate

Position ID Last Name First Name
ADP Proprietary and Confidential Chapter 13: Time & Attendance Reports
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13-20 Employee Time Position Status Report
Employee Time Position Status Report

This reports shows employees who are using time and attendance.

Figure 13-17. Sample Employee Time Position Status Report

Description

Albright, Anthony 9OR000100 Active Yes 02/21/2012

Anderson, Todd 9OR000059 Byrnes, Ronald 
A(9OR000055)

Active Yes 05/21/2003

Berry, Lawrence 9OR000051 Albright,
Anthony
(9OR000100)

Active Yes 05/13/2000

Bethany, Beth 9OR000074 Intenzo, Bryan 
K(9OR000060)

Active Yes 07/21/2007

Beyer, Laura A 9OR000052 Intenzo, Bryan 
K(9OR000060)

Active Yes 07/21/2007

Biggins, Peter A 9OR000053 Berry,
Lawrence
(9OR000051)

Active Yes 08/19/1990

Bonner, Edward J 9OR000054 Albright,
Anthony
(9OR000100)

Active Yes 05/23/1996

Buckshaw, Lisa 9OR000103 French,
Toni(9OR000081)

Active Yes 08/14/2012

Byrnes, Ronald A 9OR000055 Dearborne, Susan 
M(9OR000070)

Active Yes 02/04/1995

Byrone, Richard 9OR000056 Berry,
Lawrence
(9OR000051)

Active Yes 12/05/2006

Cecchetti, David 9OR000057 Intenzo, Bryan 
K(9OR000060)

Active Yes 05/07/2003

Cody, Timothy D 9OR000061 Intermont, Lorraine 
R(9OR000068)

Active Yes 01/19/1997

Coffey, Philip M 9OR000062 French,
Toni(9OR000081)

Active Yes 05/21/2003

StatusEmployee Name Position ID Supervisor Using Time Stop DateTermination Date Using Time Using Time Start Date
Chapter 13: Time & Attendance Reports ADP Proprietary and Confidential
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Employee Total Hours Report 13-21
Employee Total Hours Report

This report details employee hours and earnings by department and earnings code only.

Figure 13-18. Sample Employee Total Hours Report

Description

9OR000051 Berry Lawrence
902000 $0.008.00HOLIDAY-Holiday
902000 $0.0072.00REGULAR-Regular

$0.00Subtotal 80.00

9OR000052 Beyer Laura A
102000 $282.728.00HOLIDAY-Holiday
102000 $1,130.8832.00REGULAR-Regular
111000 $459.4213.00REGSH3-Regular Shift 3
111000 $530.1015.00REGULAR-Regular

$2,403.12Subtotal 68.00

9OR000053 Biggins Peter A
901000 $425.848.00HOLIDAY-Holiday
901000 $3,832.5672.00REGULAR-Regular

$4,258.40Subtotal 80.00

9OR000054 Bonner Edward J
111000 $297.768.00HOLIDAY-Holiday
111000 $2,233.2060.00REGSH2-Regular Shift 2
111000 $2,233.2060.00REGULAR-Regular

$4,764.16Subtotal 128.00

9OR000055 Byrnes Ronald A
111000 $345.768.00HOLIDAY-Holiday
111000 $3,111.8472.00REGULAR-Regular

$3,457.60Subtotal 80.00

Worked Department Pay Code DollarsHours

Position ID Last Name First Name
ADP Proprietary and Confidential Chapter 13: Time & Attendance Reports
Standard Reports Guide



13-22 Payroll Detail Report with Dept
Payroll Detail Report with Dept

This report displays information about employee payroll details, sorted by department.

Figure 13-19. Sample Payroll Detail Report with Dept

Description

9OR000051 Berry Lawrence
$0.0000HOLIDAY-Holiday $0.008.00902000
$0.0000REGULAR-Regular $0.0072.00902000

$0.00Subtotal 80.00

9OR000052 Beyer Laura A
$35.3400HOLIDAY-Holiday $282.728.00102000
$35.3400REGSH3-Regular Shift 3 $459.4213.00111000
$35.3400REGULAR-Regular $1,130.8832.00102000
$35.3400REGULAR-Regular $530.1015.00111000

$2,403.12Subtotal 68.00

9OR000053 Biggins Peter A
$53.2300HOLIDAY-Holiday $425.848.00901000
$53.2300REGULAR-Regular $3,832.5672.00901000

$4,258.40Subtotal 80.00

9OR000054 Bonner Edward J
$37.2200HOLIDAY-Holiday $297.768.00111000
$37.2200REGSH2-Regular Shift 2 $2,233.2060.00111000
$37.2200REGULAR-Regular $2,233.2060.00111000

$4,764.16Subtotal 128.00

9OR000055 Byrnes Ronald A
$43.2200HOLIDAY-Holiday $345.768.00111000
$43.2200REGULAR-Regular $3,111.8472.00111000

$3,457.60Subtotal 80.00

Pay Code Worked DepartmentPay Rate DollarsHours

Position ID Last Name First Name
Chapter 13: Time & Attendance Reports ADP Proprietary and Confidential
Standard Reports Guide



Payroll Detail Report with Supplemental Earnings 13-23
Payroll Detail Report with Supplemental Earnings

This report displays employee payroll details by Earnings Code. It includes earnings code, supplemental earnings code, pay 
rate, hours, and dollars.

Figure 13-20. Sample Payroll Detail Report with Supplemental Earnings

Description

9OR000051 Berry Lawrence
HOLIDAY-Holiday $0.008.00$0.0000
REGULAR-Regular $0.0072.00$0.0000

Pay Code Subtotal 80.00 $0.00

Gross Payroll 80.00 $0.00

9OR000052 Beyer Laura A
HOLIDAY-Holiday $282.728.00$35.3400
REGSH3-Regular Shift 3 $459.4213.00$35.3400
REGULAR-Regular $1,660.9847.00$35.3400

Pay Code Subtotal 68.00 $2,403.12

TIPS-Tips $120.00
Supplemental Pay Codes Subtotal 0.00 $120.00

Gross Payroll 68.00 $2,523.12

9OR000053 Biggins Peter A
HOLIDAY-Holiday $425.848.00$53.2300
REGULAR-Regular $3,832.5672.00$53.2300

Pay Code Subtotal 80.00 $4,258.40

Gross Payroll 80.00 $4,258.40

9OR000054 Bonner Edward J
HOLIDAY-Holiday $297.768.00$37.2200
REGSH2-Regular Shift 2 $2,233.2060.00$37.2200
REGULAR-Regular $2,233.2060.00$37.2200

Pay Code Subtotal 128.00 $4,764.16

Pay Code Pay Rate DollarsHoursAmount

Position ID Last Name First Name

Gross Payroll 128.00 $4,764.16
ADP Proprietary and Confidential Chapter 13: Time & Attendance Reports
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13-24 Payroll Summary Report
Payroll Summary Report

This report displays total payroll (hours and dollars) by company code and earnings code only. It includes projected payroll, if 
applicable.

Figure 13-21. Sample Payroll Summary Report

Description

HOLIDAY $11,161.93424.00

REGSH2 $3,469.4997.00

REGSH3 $2,124.3560.00

REGULAR $69,637.742,304.50

VACATION $6,464.40152.00

Total for: 9OR 3,037.50 $92,857.91

$0.00

Grand Total 3,037.50 $92,857.91

Pay Code Hours Dollars
Chapter 13: Time & Attendance Reports ADP Proprietary and Confidential
Standard Reports Guide



Posting Transaction Audit Report 13-25
Posting Transaction Audit Report

This report displays a detailed list of all employee punch times.

Figure 13-22. Sample Posting Transaction Audit Report

Description

Albright Anthony 9OR000100

01/07/2016 04:11:52 PM TR4 HC000101/07/2016 04:11:54 PMWEB

Worked DepartmentPunch Time

Date Range: 01/01/2016 - 01/31/2016

Punch Code Source Post Time

Company Code: 9OR
Last Name First Name Position ID
ADP Proprietary and Confidential Chapter 13: Time & Attendance Reports
Standard Reports Guide



13-26 Punch Source Report
Punch Source Report

This report displays employee in and out time, total hours for each time pair, earnings code, clock in ID, and clock out ID. It 
also includes the mechanism (time clock, time sheet, Web clocking, or phone clocking) used to record each punch.

Figure 13-23. Sample Punch Source Report

Description

9OR000051 Berry Lawrence

HOLDAYP HOLIDAY8.00 HOLDAY11/23/2015 08:00 AM - 04:00 PMMon

8.00Subtotal

9OR000052 Beyer Laura A

HOLDAYP HOLIDAY8.00 HOLDAY11/23/2015 08:00 AM - 04:00 PMMon

8.00Subtotal

9OR000053 Biggins Peter A

HOLDAYP HOLIDAY8.00 HOLDAY11/23/2015 08:00 AM - 04:00 PMMon

8.00Subtotal

9OR000054 Bonner Edward J

HOLDAYP HOLIDAY8.00 HOLDAY11/23/2015 03:00 PM - 11:00 PMMon

8.00Subtotal

9OR000055 Byrnes Ronald A

HOLDAYP HOLIDAY8.00 HOLDAY11/23/2015 08:00 AM - 04:00 PMMon

8.00Subtotal

9OR000056 Byrone Richard

HOLDAYP HOLIDAY8.00 HOLDAY11/23/2015 08:00 AM - 04:00 PMMon

8.00Subtotal

Pay CodeDate In Time In - Out Hours Clock In ID Clock Out ID

Position ID Last Name First Name
Chapter 13: Time & Attendance Reports ADP Proprietary and Confidential
Standard Reports Guide



Reconciliation Report 13-27
Reconciliation Report

This report displays actual and projected hours for the previous pay period. It is applicable only for companies that use 
Projected Payroll and Reconciliation.

Figure 13-24. Sample Reconciliation Report

Description
ADP Proprietary and Confidential Chapter 13: Time & Attendance Reports
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13-28 Supervisor Approval Status Report
Supervisor Approval Status Report

This report displays the following supervisor approval status information: 

• All supervisors and the employees who are responsible for approving.

• The approval status for each employee. An employee’s time is only considered Approved when all time pairs have been 
approved by the supervisor for the selected time frame. If one or more time pairs are not approved, the employee’s time is 
Unapproved.

Figure 13-25. Sample Supervisor Approval Status Report

Description

Albright, Anthony (9OR000100)
Berry, Lawrence 
(9OR000051)

Unapproved

Bonner, Edward J 
(9OR000054)

Unapproved

Delaney, Albert L 
(9OR000071)

Unapproved

Garland, Carlo E 
(9OR000082)

Unapproved

Rider, Emery 
(9OR31541N)

Unapproved

Unapproved Employee Count 5

5Total Employee Count

Berry, Lawrence (9OR000051)
Biggins, Peter A 
(9OR000053)

Unapproved

Byrone, Richard 
(9OR000056)

Unapproved

Foster, Christina 
(9OR000079)

Unapproved

Jeffreys, Melvin 
(9OR000089)

Unapproved

Unapproved Employee Count 4

4Total Employee Count

Byrnes, Ronald A (9OR000055)
Anderson, Todd 
(9OR000059)

Unapproved

Fitzgerald, Gail 
(9OR000077)

Unapproved

Freeman, Sheila 
(9OR000080)

Unapproved

French, Toni 
(9OR000081)

Unapproved

Supervisor (ID)

Employee (ID) Approval Status
Chapter 13: Time & Attendance Reports ADP Proprietary and Confidential
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Supervisor Assigned Employees List Report 13-29
Supervisor Assigned Employees List Report

This report displays employees listed by supervisor; additional selection criteria can be entered.

Figure 13-26. Sample Supervisor Assigned Employees List Report

Description

ActiveBerry, Lawrence 9OR000051 000051 902000 MHOURS Yes

ActiveBonner, Edward J 9OR000054 000054 111000 MVIEW Yes

ActiveDelaney, Albert L 9OR000071 000071 901000 RHOURS Yes

ActiveGarland, Carlo E 9OR000082 000082 900000 FHOURS Yes

ActiveRider, Emery 9OR31541N 111000 FHOURS No

5Number of Employees for Albright, Anthony(9OR000100):

Supervisor: Albright, Anthony(9OR000100)
BadgeEmployee Name Position ID File Number StatusDepartment Pay Class Employee Transfer to 

Payroll
ADP Proprietary and Confidential Chapter 13: Time & Attendance Reports
Standard Reports Guide



13-30 Timecard Detail Report with Signature
Timecard Detail Report with Signature

This report details employee timecard and payroll information. It includes timecard details, payroll summary by earnings code, 
supplemental earnings codes, and a signature line.

Figure 13-27. Sample Timecard Detail Report with Signature

Description

Company Code: 9OR
Current Pay Period: 11/16/2015 - 11/29/2015

General Information

Supervisor:000100File Number:

Hours Summary

Pay Code Hours

Holiday 8.00

Regular 72.00

Total 80.00

Time In - Out Hours Pay Code Out Type Worked
DepartmentDate In Daily

Totals

Timecard Details

8.00 11100011/16/2015 08:00 AM - 04:30 PMMon 8.00

8.00 11100011/17/2015 08:00 AM - 04:30 PMTue 8.00

8.00 11100011/18/2015 08:00 AM - 04:30 PMWed 8.00

8.00 11100011/19/2015 08:00 AM - 04:30 PMThu 8.00

8.00 11100011/20/2015 08:00 AM - 04:30 PMFri 8.00

HOLIDAY8.00 11100011/23/2015 08:00 AM - 04:00 PMMon 8.00

8.00 11100011/24/2015 08:00 AM - 04:30 PMTue 8.00

8.00 11100011/25/2015 08:00 AM - 04:30 PMWed 8.00

8.00 11100011/26/2015 08:00 AM - 04:30 PMThu 8.00

8.00 11100011/27/2015 08:00 AM - 04:30 PMFri 8.00

Total 80.00

Supplemental Pay Codes Summary

No Data

Supplemental Pay Code Details

No Data

Timecard Detail Report with Signature: Albright, Anthony (9OR000100)
Chapter 13: Time & Attendance Reports ADP Proprietary and Confidential
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Timecard Exception Report 13-31
Timecard Exception Report

This report displays unresolved timecard exceptions, listed by employee. Exceptions that have been noted by a supervisor are 
listed on this report, even though they will not hold up payroll processing.

Figure 13-28. Sample Timecard Exception Report

Description

9OR000051 Berry Lawrence
No 11/16/2015 04:00 PM 8.00Message Supervisor Approval Required11/16/2015 08:00 AM
No 11/17/2015 04:00 PM 8.00Message Supervisor Approval Required11/17/2015 08:00 AM
No 11/18/2015 04:00 PM 8.00Message Supervisor Approval Required11/18/2015 08:00 AM
No 11/19/2015 04:00 PM 8.00Message Supervisor Approval Required11/19/2015 08:00 AM
No 11/20/2015 04:00 PM 8.00Message Supervisor Approval Required11/20/2015 08:00 AM
No 11/23/2015 04:00 PM 8.00Message Supervisor Approval Required11/23/2015 08:00 AM
No 11/24/2015 04:00 PM 8.00Message Supervisor Approval Required11/24/2015 08:00 AM
No 11/25/2015 04:00 PM 8.00Message Supervisor Approval Required11/25/2015 08:00 AM
No 11/26/2015 04:00 PM 8.00Message Supervisor Approval Required11/26/2015 08:00 AM
No 11/27/2015 04:00 PM 8.00Message Supervisor Approval Required11/27/2015 08:00 AM

9OR000052 Beyer Laura A
No 11/16/2015 08:00 AM 7.50Message Supervisor Approval Required11/16/2015 12:00 AM
No 11/16/2015 08:00 AM 7.50Warning Loan Supervisor Approval Required11/16/2015 12:00 AM
No 11/16/2015 08:00 AM 7.50Message Worked different 11/16/2015 12:00 AM
No 11/17/2015 08:00 AM 7.50Message Supervisor Approval Required11/17/2015 12:00 AM
No 11/17/2015 08:00 AM 7.50Message Worked different 11/17/2015 12:00 AM
No 11/17/2015 08:00 AM 7.50Warning Loan Supervisor Approval Required11/17/2015 12:00 AM
No 11/23/2015 04:00 PM 8.00Message Supervisor Approval Required11/23/2015 08:00 AM
No 11/24/2015 04:30 PM 8.00Message Supervisor Approval Required11/24/2015 08:00 AM
No 11/25/2015 04:30 PM 8.00Message Supervisor Approval Required11/25/2015 08:00 AM
No 11/26/2015 04:30 PM 8.00Message Supervisor Approval Required11/26/2015 08:00 AM
No 11/27/2015 04:30 PM 8.00Message Supervisor Approval Required11/27/2015 08:00 AM

9OR000053 Biggins Peter A
No 11/16/2015 04:00 PM 8.00Message Supervisor Approval Required11/16/2015 08:00 AM
No 11/17/2015 04:00 PM 8.00Message Supervisor Approval Required11/17/2015 08:00 AM
No 11/18/2015 04:00 PM 8.00Message Supervisor Approval Required11/18/2015 08:00 AM
No 11/19/2015 04:00 PM 8.00Message Supervisor Approval Required11/19/2015 08:00 AM
No 11/20/2015 04:00 PM 8.00Message Supervisor Approval Required11/20/2015 08:00 AM

Exception Severity Exception Noted Out time ExceptionIn time

Position ID Last Name

Hours

First Name
ADP Proprietary and Confidential Chapter 13: Time & Attendance Reports
Standard Reports Guide



13-32 Timecard Report with Adjusted Date
Timecard Report with Adjusted Date

This report displays employee timecard information, including the in and out times, hours, earnings codes, labor charges, and 
adjusted date associated with each time pair.

Figure 13-29. Sample Timecard Report with Adjusted Date

Description

9OR000051 Berry Lawrence

P 8.0011/16/2015 08:00 AM - 04:00 PMMon

P 8.0011/17/2015 08:00 AM - 04:00 PMTue

P 8.0011/18/2015 08:00 AM - 04:00 PMWed

P 8.0011/19/2015 08:00 AM - 04:00 PMThu

P 8.0011/20/2015 08:00 AM - 04:00 PMFri

P HOLIDAY8.0011/23/2015 08:00 AM - 04:00 PMMon

P 8.0011/24/2015 08:00 AM - 04:00 PMTue

P 8.0011/25/2015 08:00 AM - 04:00 PMWed

P 8.0011/26/2015 08:00 AM - 04:00 PMThu

P 8.0011/27/2015 08:00 AM - 04:00 PMFri

80.00Subtotal

9OR000052 Beyer Laura A

W 7.5011/16/2015 12:00 AM - 08:00 AMMon

W 7.5011/17/2015 12:00 AM - 08:00 AMTue

P HOLIDAY8.0011/23/2015 08:00 AM - 04:00 PMMon

P 8.0011/24/2015 08:00 AM - 04:30 PMTue

P 8.0011/25/2015 08:00 AM - 04:30 PMWed

P 8.0011/26/2015 08:00 AM - 04:30 PMThu

P 8.0011/27/2015 08:00 AM - 04:30 PMFri

55.00Subtotal

Pay CodeDate In Time In - Out Hours

Position ID Last Name First Name
Chapter 13: Time & Attendance Reports ADP Proprietary and Confidential
Standard Reports Guide



Timecard Report with Notes with Loc and Dept 13-33
Timecard Report with Notes with Loc and Dept

This report displays employee's timecard information, including the in and out times, hours, earnings codes, labor charges, 
location, and department associated with each time pair.

Figure 13-30. Sample Timecard Report with Notes with Loc and Dept

Description

9OR000051 Berry Lawrence

002P 8.00 90200011/16/2015 08:00 AM - 04:00 PMMon

002P 8.00 90200011/17/2015 08:00 AM - 04:00 PMTue

002P 8.00 90200011/18/2015 08:00 AM - 04:00 PMWed

002P 8.00 90200011/19/2015 08:00 AM - 04:00 PMThu

002P 8.00 90200011/20/2015 08:00 AM - 04:00 PMFri

002P HOLIDAY8.00 90200011/23/2015 08:00 AM - 04:00 PMMon

002P 8.00 90200011/24/2015 08:00 AM - 04:00 PMTue

002P 8.00 90200011/25/2015 08:00 AM - 04:00 PMWed

002P 8.00 90200011/26/2015 08:00 AM - 04:00 PMThu

002P 8.00 90200011/27/2015 08:00 AM - 04:00 PMFri

80.00Subtotal

9OR000052 Beyer Laura A

003W 7.50 11100011/16/2015 12:00 AM - 08:00 AMMon

003W 7.50 11100011/17/2015 12:00 AM - 08:00 AMTue

003P HOLIDAY8.00 10200011/23/2015 08:00 AM - 04:00 PMMon

003P 8.00 10200011/24/2015 08:00 AM - 04:30 PMTue

003P 8.00 10200011/25/2015 08:00 AM - 04:30 PMWed

003P 8.00 10200011/26/2015 08:00 AM - 04:30 PMThu

003P 8.00 10200011/27/2015 08:00 AM - 04:30 PMFri

55.00Subtotal

Pay CodeDate In Time In - Out Hours Worked Location Worked Department

Position ID Last Name First Name
ADP Proprietary and Confidential Chapter 13: Time & Attendance Reports
Standard Reports Guide



13-34 Timecard Report with Notes
Timecard Report with Notes

This report displays employee timecard information, including the in and out times, hours, earnings codes, labor charges, and 
notes associated with each time pair.

Figure 13-31. Sample Timecard Report with Notes

Description

9OR000051 Berry Lawrence

902000P 8.0011/16/2015 08:00 AM - 04:00 PMMon

902000P 8.0011/17/2015 08:00 AM - 04:00 PMTue

902000P 8.0011/18/2015 08:00 AM - 04:00 PMWed

902000P 8.0011/19/2015 08:00 AM - 04:00 PMThu

902000P 8.0011/20/2015 08:00 AM - 04:00 PMFri

902000P HOLIDAY8.0011/23/2015 08:00 AM - 04:00 PMMon

902000P 8.0011/24/2015 08:00 AM - 04:00 PMTue

902000P 8.0011/25/2015 08:00 AM - 04:00 PMWed

902000P 8.0011/26/2015 08:00 AM - 04:00 PMThu

902000P 8.0011/27/2015 08:00 AM - 04:00 PMFri

80.00Subtotal

9OR000052 Beyer Laura A

111000W 7.5011/16/2015 12:00 AM - 08:00 AMMon

111000W 7.5011/17/2015 12:00 AM - 08:00 AMTue

102000P HOLIDAY8.0011/23/2015 08:00 AM - 04:00 PMMon

102000P 8.0011/24/2015 08:00 AM - 04:30 PMTue

102000P 8.0011/25/2015 08:00 AM - 04:30 PMWed

102000P 8.0011/26/2015 08:00 AM - 04:30 PMThu

102000P 8.0011/27/2015 08:00 AM - 04:30 PMFri

55.00Subtotal

Pay CodeDate In Time In - Out Hours Worked Department

Position ID Last Name First Name
Chapter 13: Time & Attendance Reports ADP Proprietary and Confidential
Standard Reports Guide



Timecard Report with Supervisor Approval 13-35
Timecard Report with Supervisor Approval

This report displays a list of employee timecards with punch information and supervisor approval status. Additional search 
criteria can be entered.

Figure 13-32. Sample Timecard Report with Supervisor Approval

Description

9OR000051 Berry Lawrence

902000P 8.00 No11/16/2015 08:00 AM - 04:00 PMMon

902000P 8.00 No11/17/2015 08:00 AM - 04:00 PMTue

902000P 8.00 No11/18/2015 08:00 AM - 04:00 PMWed

902000P 8.00 No11/19/2015 08:00 AM - 04:00 PMThu

902000P 8.00 No11/20/2015 08:00 AM - 04:00 PMFri

902000P HOLIDAY8.00 No11/23/2015 08:00 AM - 04:00 PMMon

902000P 8.00 No11/24/2015 08:00 AM - 04:00 PMTue

902000P 8.00 No11/25/2015 08:00 AM - 04:00 PMWed

902000P 8.00 No11/26/2015 08:00 AM - 04:00 PMThu

902000P 8.00 No11/27/2015 08:00 AM - 04:00 PMFri

80.00Subtotal

9OR000052 Beyer Laura A

111000W 7.50 No11/16/2015 12:00 AM - 08:00 AMMon

111000W 7.50 No11/17/2015 12:00 AM - 08:00 AMTue

102000P HOLIDAY8.00 No11/23/2015 08:00 AM - 04:00 PMMon

102000P 8.00 No11/24/2015 08:00 AM - 04:30 PMTue

102000P 8.00 No11/25/2015 08:00 AM - 04:30 PMWed

102000P 8.00 No11/26/2015 08:00 AM - 04:30 PMThu

102000P 8.00 No11/27/2015 08:00 AM - 04:30 PMFri

55.00Subtotal

Pay CodeDate In Time In - Out Hours Worked Department Supervisor Approved

Position ID Last Name First Name
ADP Proprietary and Confidential Chapter 13: Time & Attendance Reports
Standard Reports Guide



13-36 Timecard Report
Timecard Report

This report displays employee timecard information, including the in and out times, hours, earnings codes, and labor charges 
associated with each time pair.

Figure 13-33. Sample Timecard Report

Description

9OR000051 Berry Lawrence

902000P 8.0011/16/2015 08:00 AM - 04:00 PMMon

902000P 8.0011/17/2015 08:00 AM - 04:00 PMTue

902000P 8.0011/18/2015 08:00 AM - 04:00 PMWed

902000P 8.0011/19/2015 08:00 AM - 04:00 PMThu

902000P 8.0011/20/2015 08:00 AM - 04:00 PMFri

902000P HOLIDAY8.0011/23/2015 08:00 AM - 04:00 PMMon

902000P 8.0011/24/2015 08:00 AM - 04:00 PMTue

902000P 8.0011/25/2015 08:00 AM - 04:00 PMWed

902000P 8.0011/26/2015 08:00 AM - 04:00 PMThu

902000P 8.0011/27/2015 08:00 AM - 04:00 PMFri

80.00Subtotal

9OR000052 Beyer Laura A

111000W 7.5011/16/2015 12:00 AM - 08:00 AMMon

111000W 7.5011/17/2015 12:00 AM - 08:00 AMTue

102000P HOLIDAY8.0011/23/2015 08:00 AM - 04:00 PMMon

102000P 8.0011/24/2015 08:00 AM - 04:30 PMTue

102000P 8.0011/25/2015 08:00 AM - 04:30 PMWed

102000P 8.0011/26/2015 08:00 AM - 04:30 PMThu

102000P 8.0011/27/2015 08:00 AM - 04:30 PMFri

55.00Subtotal

Pay CodeDate In Time In - Out Hours Worked Department

Position ID Last Name First Name
Chapter 13: Time & Attendance Reports ADP Proprietary and Confidential
Standard Reports Guide



Timecard with Payroll Report 13-37
Timecard with Payroll Report

This report displays detailed timecard and payroll summary information for each employee, including in and out times, hours, 
earnings codes, and labor charges. It also includes supplemental earnings and projected payroll information, if applicable.

Figure 13-34. Sample Timecard with Payroll Report

Description

9OR000051 Berry Lawrence

902000P 8.0011/16/2015 08:00 AM - 04:00 PMMon

Pay Date: 11/16/2015

Totals

REGULAR 8.00 $0.00

Hours

$0.0000

Rate Dollars

902000P 8.0011/17/2015 08:00 AM - 04:00 PMTue

Pay Date: 11/17/2015

Totals

REGULAR 8.00 $0.00

Hours

$0.0000

Rate Dollars

902000P 8.0011/18/2015 08:00 AM - 04:00 PMWed

Pay Date: 11/18/2015

Totals

REGULAR 8.00 $0.00

Hours

$0.0000

Rate Dollars

902000P 8.0011/19/2015 08:00 AM - 04:00 PMThu

Pay Date: 11/19/2015

Totals

REGULAR 8.00 $0.00

Hours

$0.0000

Rate Dollars

902000P 8.0011/20/2015 08:00 AM - 04:00 PMFri

Pay Date: 11/20/2015

Totals

REGULAR 8.00 $0.00

Hours

$0.0000

Rate Dollars

902000P HOLIDAY8.0011/23/2015 08:00 AM - 04:00 PMMon

Pay Date: 11/23/2015

Totals

HOLIDAY 8.00 $0.00

Hours

$0.0000

Rate Dollars

902000P 8.0011/24/2015 08:00 AM - 04:00 PMTue

Pay Date: 11/24/2015

Pay CodeDate In Time In - Out Hours Worked Department

Position ID Last Name First Name
ADP Proprietary and Confidential Chapter 13: Time & Attendance Reports
Standard Reports Guide



13-38 Total Paid Hours Detail Report
Total Paid Hours Detail Report

This report lists the total paid hours, average weekly total paid hours, and average monthly total paid hours by week and month 
for employees who meet or exceed total paid hours thresholds. The report includes a count of employees meeting or exceeding 
the report thresholds, with average weekly total paid hours by week and month for each employee.

Figure 13-35. Sample Total Paid Hours Detail Report

Description

2015 Nov 40.00 40.00 40.00 40.00 8.00 168.00Albright,Anthony(9OR000100) MCLOCKTIME 111000

Total Paid Hours for Albright,Anthony = 168.00

Monthly = 168.00Weekly = 40.00Average Total Paid Hours for Albright,Anthony :

2015 Nov 45.00 40.00 40.00 40.00 7.50 172.50Anderson,Todd(9OR000059) MHOURS 104000

Total Paid Hours for Anderson,Todd = 172.50

Monthly = 172.50Weekly = 41.25Average Total Paid Hours for Anderson,Todd :

2015 Nov 40.00 40.00 40.00 40.00 8.00 168.00Berry,Lawrence(9OR000051) MHOURS 902000

Total Paid Hours for Berry,Lawrence = 168.00

Monthly = 168.00Weekly = 40.00Average Total Paid Hours for Berry,Lawrence :

2015 Nov 62.00 46.00 8.00 116.00Bethany,Beth(9OR000074) JOBHOURS 104000

Total Paid Hours for Bethany,Beth = 116.00

Monthly = 116.00Weekly = 29.00Average Total Paid Hours for Bethany,Beth :

2015 Nov 40.00 28.00 40.00 8.00 116.00Beyer,Laura A(9OR000052) JOBCLOCK 102000

Total Paid Hours for Beyer,Laura A = 116.00

Monthly = 116.00Weekly = 27.00Average Total Paid Hours for Beyer,Laura A :

2015 Nov 40.00 40.00 40.00 40.00 8.00 168.00Biggins,Peter A(9OR000053) MHOURS 901000

Total Paid Hours for Biggins,Peter A = 168.00

Monthly = 168.00Weekly = 40.00Average Total Paid Hours for Biggins,Peter A :

2015 Nov 68.00 75.00 75.00 53.00 7.50 278.50Bonner,Edward J(9OR000054) MVIEW 111000

Total Paid Hours for Bonner,Edward J = 278.50

Monthly = 278.50Weekly = 67.75Average Total Paid Hours for Bonner,Edward J :

Last Name, First Name (ID) Pay Class MonthlyWeek 5Week 4Week 3Week 2Week 1MonthHome
Department
Chapter 13: Time & Attendance Reports ADP Proprietary and Confidential
Standard Reports Guide



Total Paid Hours Summary Report 13-39
Total Paid Hours Summary Report

This report lists the total paid hours for a specified time frame for employees who meet or exceed total paid hours thresholds. 
Average total paid hours thresholds can be applied to filter the report results. You have the option to hide the average weekly 
total paid hours and average monthly total paid hours from the report. A count of employees meeting or exceeding the report 
thresholds is also included.

Figure 13-36. Sample Total Paid Hours Summary Report

Description

80.00 40.00 80.00 0.00 80.00 40.00 0.00Albright,Anthony(9OR000100) MCLOCKTIME 111000

80.00 40.00 80.00 0.00 80.00 40.00 0.00Anderson,Todd(9OR000059) MHOURS 104000

80.00 40.00 80.00 0.00 80.00 40.00 0.00Berry,Lawrence(9OR000051) MHOURS 902000

54.00 8.00 54.00 0.00 54.00 8.00 0.00Bethany,Beth(9OR000074) JOBHOURS 104000

68.00 40.00 68.00 0.00 68.00 40.00 0.00Beyer,Laura A(9OR000052) JOBCLOCK 102000

80.00 40.00 80.00 0.00 80.00 40.00 0.00Biggins,Peter A(9OR000053) MHOURS 901000

128.00 53.00 128.00 0.00 128.00 53.00 0.00Bonner,Edward J(9OR000054) MVIEW 111000

80.00 40.00 80.00 0.00 80.00 40.00 0.00Byrnes,Ronald A(9OR000055) SVCCLOCK 111000

80.00 40.00 80.00 0.00 80.00 40.00 0.00Byrone,Richard(9OR000056) SVCHOURS 104000

75.50 38.00 75.50 0.00 75.50 38.00 0.00Cecchetti,David(9OR000057) JOBTIME 102000

80.00 40.00 80.00 0.00 80.00 40.00 0.00Cody,Timothy D(9OR000061) HHOURS 701000

40.00 8.00 40.00 0.00 40.00 8.00 0.00Coffey,Philip M(9OR000062) HCLOCK 103000

40.00 8.00 40.00 0.00 40.00 8.00 0.00Cole,Dale G(9OR000063) HHOURS 901000

32.00 8.00 32.00 0.00 32.00 8.00 0.00Condo,Heidi(9OR000064) HTIME 111100

40.00 40.00 40.00 0.00 40.00 40.00 0.00Cormier,David(9OR000065) HCLOCK 103000

16.00 8.00 16.00 0.00 16.00 8.00 0.00Coslett,Daniel A(9OR000066) NPHOURS 901000

80.00 40.00 80.00 0.00 80.00 40.00 0.00Cramer,Neal S(9OR000067) JOBCLOCKTI
ME

102000

8.00 8.00 8.00 0.00 8.00 8.00 0.00Davis,Peter K(9OR000069) RHOURS 701000

40.00 40.00 40.00 0.00 40.00 40.00 0.00Dearborne,Susan M(9OR000070) RCLOCK 111000

80.00 40.00 80.00 0.00 80.00 40.00 0.00Delaney,Albert L(9OR000071) RHOURS 901000

80.00 40.00 80.00 0.00 80.00 40.00 0.00England,Michael R(9OR000072) RTIME 777345

Last Name, First Name (ID) Pay Class
Projected

Average Monthly
Paid Hours

Projected
Average Weekly

Paid Hours

Actual + Projected
Schedule Total

Paid Hours

Projected
Schedule Total

Paid Hours

Actual Average
Monthly Paid

Hours

Actual Average
Weekly Paid

Hours

Actual
Total Paid

Hours
Home
Department
ADP Proprietary and Confidential Chapter 13: Time & Attendance Reports
Standard Reports Guide



13-40 User List Report
User List Report

This report displays basic user information, sorted by associate ID.

Figure 13-37. Sample User List Report

Description

0000000001 9OR000083 Gates Dean A No No

0000000002 9OR000096 Lowell Kurt No No

0000000003 9OR000097 Maple Myra Yes No

0000000004 9OR000084 Interlan Ronald A Yes Yes

0000000005 9OR000085 George Eric Yes No

0000000006 9OR000086 Gerry Norman R No No

0000000007 9OR000087 Hall Laurie No No

0000000008 9OR000088 Ingles Daniel G. No No

0000000009 9OR000089 Jeffreys Melvin Yes No

0000000010 9OR000090 Johnson Margaret No Yes

0000000011 9OR000091 Kennedy Marshall No No

0000000012 9OR000098 Marshall Stephen E No No

0000000013 9OR000099 Martinez Tyffany No No

0000000014 9OR000100 Albright Anthony Yes Yes

0000000015 9OR000051 Berry Lawrence Yes No

0000000016 9OR000052 Beyer Laura A Yes No

0000000017 9OR000053 Biggins Peter A No No

0000000018 9OR000054 Bonner Edward J No No

0000000019 9OR000055 Byrnes Ronald A Yes No

0000000020 9OR000056 Byrone Richard No No

0000000021 9OR000057 Cecchetti David No No

0000000022 9OR000058 Selbert Thomas No No

0000000023 9OR000059 Anderson Todd No No

0000000024 9OR000060 Intenzo Bryan K Yes Yes

First NamePosition ID Last Name Supervisor Flag AdministratorAssociate ID
Chapter 13: Time & Attendance Reports ADP Proprietary and Confidential
Standard Reports Guide



User Profile Report 13-41
User Profile Report

This report displays detailed information about all user settings.

Figure 13-38. Sample User Profile Report

Description

General Information

Associate ID:
Position ID:
Last Name:
First Name:

Administrator:

HIU9U9TZX
9OR31160N
DeLeon
Hilda

No
Supervisor: No

Culture: English (United States)

Employee Flag: Yes

Pay Cycle Access

Pay Cycle ID Pay Cycle Description
ADP Proprietary and Confidential Chapter 13: Time & Attendance Reports
Standard Reports Guide



13-42 Weekly Schedule Report
Weekly Schedule Report

This report displays employee schedules, listed in a weekly calendar format by employee.

Figure 13-39. Sample Weekly Schedule Report

Description

9OR000100 08:00 AM-04:30 PM 08:00 AM-04:30 PM Albright, Anthony 08:00 AM-04:30 PM 08:00 AM-04:30 PM 08:00 AM-04:30 PM 

9OR000059 07:00 AM-03:00 PM 07:00 AM-03:00 PM Anderson, Todd 07:00 AM-03:00 PM 07:00 AM-03:00 PM 07:00 AM-03:00 PM 

9OR000051 08:00 AM-04:30 PM 08:00 AM-04:30 PM Berry, Lawrence 08:00 AM-04:30 PM 08:00 AM-04:30 PM 08:00 AM-04:30 PM 

9OR000074Bethany, Beth 06:00 PM-10:00 PM 06:00 PM-10:00 PM 06:00 PM-10:00 PM 

9OR000052 08:00 AM-04:30 PM 08:00 AM-04:30 PM Beyer, Laura A 08:00 AM-04:30 PM 08:00 AM-04:30 PM 08:00 AM-04:30 PM 

9OR000053 08:00 AM-04:30 PM 08:00 AM-04:30 PM Biggins, Peter A 08:00 AM-04:30 PM 08:00 AM-04:30 PM 08:00 AM-04:30 PM 

9OR000054 03:00 PM-11:00 PM 03:00 PM-11:00 PM Bonner, Edward J 03:00 PM-11:00 PM 03:00 PM-11:00 PM 03:00 PM-11:00 PM 

9OR000055 08:00 AM-04:30 PM 08:00 AM-04:30 PM Byrnes, Ronald A 08:00 AM-04:30 PM 08:00 AM-04:30 PM 08:00 AM-04:30 PM 

9OR000056 08:00 AM-04:30 PM 08:00 AM-04:30 PM Byrone, Richard 08:00 AM-04:30 PM 08:00 AM-04:30 PM 08:00 AM-04:30 PM 

9OR000057 07:00 AM-03:00 PM 07:00 AM-03:00 PM Cecchetti, David 07:00 AM-03:00 PM 07:00 AM-03:00 PM 07:00 AM-03:00 PM 

9OR000061 08:00 AM-05:00 PM 08:00 AM-05:00 PM Cody, Timothy D 08:00 AM-05:00 PM 08:00 AM-05:00 PM 08:00 AM-05:00 PM 

9OR000062 08:00 AM-05:00 PM 08:00 AM-05:00 PM Coffey, Philip M 08:00 AM-05:00 PM 08:00 AM-05:00 PM 08:00 AM-05:00 PM 

9OR000063 08:00 AM-04:00 PM 08:00 AM-04:00 PM Cole, Dale G 08:00 AM-04:00 PM 08:00 AM-04:00 PM 08:00 AM-04:00 PM 

9OR000064 07:00 AM-03:00 PM 07:00 AM-03:00 PM Condo, Heidi 07:00 AM-03:00 PM 07:00 AM-03:00 PM 07:00 AM-03:00 PM 

9OR000065 07:00 AM-03:00 PM 07:00 AM-03:00 PM Cormier, David 07:00 AM-03:00 PM 07:00 AM-03:00 PM 07:00 AM-03:00 PM 

9OR000066 08:00 AM-04:00 PM 08:00 AM-04:00 PM Coslett, Daniel A 08:00 AM-04:00 PM 08:00 AM-04:00 PM 08:00 AM-04:00 PM 

9OR000067 08:00 AM-04:00 PM 08:00 AM-04:00 PM Cramer, Neal S 08:00 AM-04:00 PM 08:00 AM-04:00 PM 08:00 AM-04:00 PM 

9OR000069 08:00 AM-05:00 PM 08:00 AM-05:00 PM Davis, Peter K 08:00 AM-05:00 PM 08:00 AM-05:00 PM 08:00 AM-05:00 PM 

9OR000070 08:00 AM-04:00 PM 08:00 AM-04:00 PM Dearborne, Susan M 08:00 AM-04:00 PM 08:00 AM-04:00 PM 08:00 AM-04:00 PM 

9OR000071 09:30 AM-06:00 PM 09:30 AM-06:00 PM Delaney, Albert L 09:30 AM-06:00 PM 09:30 AM-06:00 PM 09:30 AM-06:00 PM 

9OR000072 08:00 AM-04:00 PM 08:00 AM-04:00 PM England, Michael R 08:00 AM-04:00 PM 08:00 AM-04:00 PM 08:00 AM-04:00 PM 

9OR000073English, Stephen A 06:00 PM-10:00 PM 06:00 PM-10:00 PM 06:00 PM-10:00 PM 

9OR000077 08:00 AM-05:00 PM 08:00 AM-05:00 PM Fitzgerald, Gail 08:00 AM-05:00 PM 08:00 AM-05:00 PM 08:00 AM-05:00 PM 

9OR000078 08:00 AM-05:00 PM 08:00 AM-05:00 PM Flannagan, Christopher 08:00 AM-05:00 PM 08:00 AM-05:00 PM 08:00 AM-05:00 PM 

Employee Name Position ID Monday Tuesday Wednesday ThursdaySunday Friday Saturday
Chapter 13: Time & Attendance Reports ADP Proprietary and Confidential
Standard Reports Guide



Chapter 14

Time Off Reports

14-2 Time Off Balance Detail Report

14-3 Time Off Balance Summary Report

14-4 Time Off Policy Assignment Report

14-5 Time Off Request Report
ADP Proprietary and Confidential Chapter 14: Time Off Reports
Standard Reports Guide



14-2 Time Off Balance Detail Report
Time Off Balance Detail Report

This report displays detailed information on employee Time-Off balances  per policy in a given time period, showing all 
transactions that impact balances. It can be used to troubleshoot any issues related to balance calculation.

Figure 14-1. Sample Time Off Balance Detail Report

Description
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Time Off Balance Summary Report 14-3
Time Off Balance Summary Report

This report displays a summary of all the different transaction types for a particular policy. Managers and practitioners are 
provided an option to view employee Time Off balances, where transaction types are summarized.

Figure 14-2. Sample Time Off Balance Summary Report
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14-4 Time Off Policy Assignment Report
Time Off Policy Assignment Report

This report will help practitioners review the policies employees are assigned to in a given time period. It shows details about 
employee assignment/un-assignment to different policies that can be generated in this report.

Figure 14-3. Sample Time Off Policy Assignment Report
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Time Off Request Report 14-5
Time Off Request Report

This report will help Practitioners and Managers keep track of employees' Time-Off activities. It shows employees' time off 
requests with status and other details.

Figure 14-4. Sample Time Off Request Report
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15-2 Employee Lien Detail Report
Employee Lien Detail Report

This report lists employee lien information. It includes lien number, lien type, lien deduction code, deduction description, court 
order information, and deduction amounts.

Figure 15-1. Sample Employee Lien Detail Report

Description
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Employee Termination Letter Report 15-3
Employee Termination Letter Report

This report is used to generate letters for terminated employees with active liens.

Figure 15-2. Sample Employee Termination Letter Report

Description
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15-4 Payee Detail Report
Payee Detail Report

This report lists wage garnishment payee information for all payees in the Wage Garnishment Payee validation table. You can 
limit the report to only those payees who are not assigned to a lien.

Figure 15-3. Sample Payee Detail Report

Description

��������������������	�
����	������	���	 ����	�� �
���	����
���	�

��� ������������������ ���������� �� ��������� ��������������
���

�����������������

���� ������	��	�	��������	����
�	���

������ �� ����������������
	����		�

�������	����������	
���
�� 
Chapter 15: Wage Garnishment Reports ADP Proprietary and Confidential
Standard Reports Guide



Payee/Lien Detail Report 15-5
Payee/Lien Detail Report

This report lists payee and lien information for all payees. It includes lien number, lien type, lien deduction codes, and 
deduction amounts.

Figure 15-4. Sample Payee/Lien Detail Report
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15-6 Payee/Lien Detail Report
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