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What You Might Not Know 

About HR Reports – 

An overview of exciting new reports as 

well as enhancements to amazing 

oldies



REPORTS 

Reports serve various purposes and 

provide valuable information.  

Reports collect and present important 

information in an organized format.

Reports can help organizations make 

informed decisions.



Agenda
❖  Newer Reports

❖ Enhancements to Existing Reports

❖  Tips and Tricks



Newer Reports



Newer Reports

Employee Reports:

Employee Job Export Report - added 2023.1.2 – 2023 Design Challenge

Job information pulled into a grid that can be exported to Excel.

Management Reports:

Accrual Projection Report - added 2023.1.9

Generates accrual projection reports for selected employees.

Payroll Audit Report

Shows - Process Name, Log Time and Username



Newer Reports cont.

Security Reports:

Approval History Report 

Review and export approval history information to Excel 



Employee Job Export Report

HR >Reports > Employee Reports > Employee Job Export Report

❖ Run report by selecting 

an As of Date

❖ Select by benefit group, 

department or employee 

❖ Identify benefit groups, 

departments and status

❖ Choose to Include Out of 

Position if desired



Information on the report includes employee number and name, department, 
benefit group, hire date, effective date, primary job, position, title, pay group, 
FLSA, grade, step, pay type, hourly rate, pay period, annual pay, FTE, G/L 
distribution, project and percent

Employee Job Export Report

Print button generates a grid which can be exported by clicking any of the gear 

icons and clicking Export



Accrual Projection Report

HR > Reports > Management Reports > Accrual Projection Report

❖ Enter Employee

❖ Accrual plan populates 

with employee entry

❖ Choose accrual profile

❖ Choose Frequency



Accrual Projection Report



Payroll Audit Report

HR > Reports > Management Reports > Payroll Audit Report

❖ Select Batch Status

❖ Enter Pay Group

❖ Choose pay batch

❖ Submit



Payroll Audit Report cont.



Payroll Audit Report cont.

❖ Batch Status 

Deleted will remove 

Pay Batch fields

❖ Submit



Payroll Audit Report cont.



Payroll Audit Report cont.



Approval History Report

Maintenance > new world ERP Suite > Security > Reports > Approval History Report

❖ Select Date From and Date to – or 

leave one or both fields blank

❖ Select a user from Approver User 

dropdown – or leave blank for all 

users

❖ Select an approval process from 

Source Identifier – or leave blank to 

run all approval processes



Approval History Report cont.

Exportable grid – like all other grids, click any gear icon > export > export



Enhancements to Reports



Enhancements to Reports – 2023.1

Employee Reports – 20 Enhancements to 7 different 

reports and 3 Tyler Community Ideas put in place

Management Reports – Accrual Balance Report and 

Accrual History Report

Pay Day/Pay Day History Reports – 2 

Enhancements to Pay Day Register and 1 to Shift 

Time and Attendance Report



EMPLOYEE REPORTS - ENHANCEMANTS 

Employee Audit Report

HR > Reports > Employee Reports > Employee Audit Report

Section: Payroll Data- Schedule added



EMPLOYEE REPORTS - ENHANCEMANTS 

Employee Audit Report Cont.



EMPLOYEE REPORTS - ENHANCEMANTS 

Employee Information Export Report

HR > Reports > Employee Reports > Employee Information Export Report

❖ Annual grades display as annual amounts, not hourly rates

❖ Seniority Rank column added

❖ Union Code from employee’s primary job added



EMPLOYEE REPORTS - ENHANCEMANTS 

Employee Information Export Report cont.

❖ Secondary Phone 1 and Secondary Phone 2 columns added (Tyler 

Community Idea)

❖ Secondary Email 1 and Secondary Email 2 columns added (Tyler 

Community Idea)

❖ Inactive benefit groups are included



EMPLOYEE REPORTS - ENHANCEMANTS 

Employee Job Export Report

❖ Ability to exclude out of position employee jobs added

❖ Annual grades display as annual amounts, not hourly rates

❖ Position Entry Date column added



EMPLOYEE REPORTS - ENHANCEMANTS 

Employee Pay Rate Report

HR > Reports > Employee Reports > Employee Pay Rate Report

❖ Checkbox added to pull Primary Job only pay rate



EMPLOYEE REPORTS - ENHANCEMANTS 

Employee Pay Rate Report cont.



EMPLOYEE REPORTS - ENHANCEMANTS 

Employee Setup Error Report

❖ Ability to run report for an individually selected employee added

❖ Ability to run report without an As of Date for one employee added

HR > Reports > Employee Reports > Employee Setup Error Report



❖ An error check to find job events with missing grades added

❖ An error check to find job events with missing position entry 

dates added

EMPLOYEE REPORTS - ENHANCEMANTS 

Employee Setup Error Report cont.



❖ Ability to report errors related specifically to Maintenance or 

Workforce Administration added

❖ A check to identify GL distributions that do not add up to 100% was 

added to position maintenance master table

EMPLOYEE REPORTS - ENHANCEMANTS 

Employee Setup Error Report cont.



EMPLOYEE REPORTS - ENHANCEMANTS 

Employee Setup Error Report cont.

❖ Maintenance component enhanced to identify grades with 

missing detail



MANAGEMENT REPORTS - ENHANCEMANTS 

Accrual Balance Report

❖ An export option was added

HR > Reports > Management Reports > Accrual Balance Report



HR > Reports > Management Reports > Accrual History Report

MANAGEMENT REPORTS - ENHANCEMANTS 

Accrual History Report

❖ Functionality added to generate as export



POSITION CONTROL - ENHANCEMANTS 

Employee Position Report

HR > Reports > Position Control > Employee Position Report

❖ Process Manager department rights have been applied

❖ Maintenance > new world ERP Suite > Process Manager



POSITION CONTROL - ENHANCEMANTS 

Employee Position Report cont.



PAY DAY REPORTS - ENHANCEMANTS 

Pay Day Register

HR > Reports > Pay Day Reports > Pay Day Register

❖ Employer tax section added



❖ Ability for separate check payments to be pulled into a 
separate Pay Day Register added

PAY DAY REPORTS - ENHANCEMANTS 

Pay Day Register cont.



PAY DAY REPORTS - ENHANCEMANTS 

Pay Day Register cont.



HR > Reports > Pay Day Reports > Shift Time and 

Attendance Report

PAY DAY REPORTS - ENHANCEMANTS 

Shift Time and Attendance Report

❖ Ability to run a selected range of work dates added



PAY DAY REPORTS - ENHANCEMANTS 

Shift Time and Attendance Report cont.



Tips and Tricks



TIPS AND TRICKS

Have you ever exported the Employee Search and found numbers in the fields instead 

of names?  For example:  Employment Status – Department  or Benefit Group 

HR > Workforce Administration> Employee Search



Tips

and

Tricks

Employee Search grid – Hidden columns

❖ Click Barber Shop Pole to 

open

❖ Click Employment Status 

Export to add in column

❖ Click gear on Employment 

Status and Hide

❖ Do same steps above for 

Department and Benefit 

Group



Employee Search grid – Hidden columns cont.

Tips

and

Tricks

❖ Click gear icon in any column > Export > Export

❖ To save the grid 

– click any gear

❖ Click Grid State

❖ Save Settings



Employee Search 

Tips

and

Tricks

❖ A valuable tool in finding the number of employees in various category options

❖ Exportable listing with numerous options



Employee Information Export Report grid– Column Chooser  

Tips

and

Tricks

❖ Click gear icon on any grid column
❖ Click Column Chooser

❖ Hide button hides column- 

changes to “Show”

❖ Show button shows column-

      changes to “Hide”



Employee Information Export Report grid – Column Chooser cont. 

Tips

and

Tricks

Grid result – Date of Birth, Race and SSN are hidden:

Export to Excel result:



Employee Tax Report

Tips

and

Tricks

HR > Reports > Employee Reports > Employee Tax Report

❖ Select by 

Primary Dept 

or Employee

❖ Select Tax Type 

for desired 

report info

❖ Select desired 

Sort By



Employee Tax Report Cont.

Tips

and

Tricks



Employee Tax Report Cont.

Tips

and

Tricks



Position Audit Report

Tips

and

Tricks

Human Resources > Reports > Position Control > 

Position Audit Report



Position Audit Report Cont.

Tips

and

Tricks



Quarterly 941 Issue

Tips

and

Tricks

If your Earnings History Report for a quarter and the Quarterly Wage Report 

match, but the Quarterly 941 does not and it is a lower amount on the federal 

wages. . . 

❖ the first place to look is the 1099 checkbox on the Employment 

tab in Workforce Administration

❖ run a New Hire Report for the quarter reported and check those 

employees first

❖ run Employee Information Report for the section Employment 

and search for a green checkmark



Quarterly 941 Issue cont.

Tips

and

Tricks



Saved Reports

Tips

and

Tricks

❖ Wonderful tool for reports that are generated often

❖ Eliminates “recreating the wheel” each time

❖ Always review them to be certain that new hours codes, departments, 

benefit groups or pay groups have been included and resaved – these 

components will depend on the report being generated.



QUESTIONS



THANK YOU FOR ATTENDING CONNECT 2024

Jerri Ainsworth

HR Support Specialist

jerri.ainsworth@tylertech.com

877-734-3315

mailto:jerri.ainsworth@tylertech.com


Your feedback is important

Please complete the session survey via the mobile app

We read every submission

We use your input to guide content for future sessions and 

to improve our presentations
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