How to Delete a Column in PrismHR
Report Center

@ MY HR PROS

This guide provides a straightforward method for deleting a column in Report Center,
making it easy for users looking to streamline their reports.

& NOTE: The Report Center functionality detailed in this guide requires "Explorer"
level access in Report Center.

@ There are multiple options for deleting fields from Report Center. Choose any of
the methods covered below to delete columns from Report Center elements.

Option #1: Deleting a Column from within a Table

1 Navigate to any Report Center Workbook.

For this example, we used the "Pay Code Detail Dashboard" Workbook.

Pay Code Detall Dashboard

Pay Code Detail ~ Summary ~

Pay Date Range*

51) 01/01/2025-01/3... X

Position

Select values

Pay Code Detail

ClientID ~

777700

777700

777700

777700

777700

777700

777700

777700

777700

777700

777700

777700

777700

Client Name <[
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC

Kyle's Kites LLC

Position ~

Client ID

Select values

Location

Select values

Employee D -

u78043

u78043

u78043

u78043

u78043

u78043

u78043

u78043

u78043

u78043

u78043

F90438

F0438

Location ~  Department ~  Division ~

Client Status

e Selectvalues
Department
v Select values

Employee Name =]
BISHOP WILL
BISHOP WILL
Bishop Will
gishop Will
Bishop Will
Bishop will
Bishop Will
Bishop will
Bishop will
Bishop Will
Bishop Will
Carter Samantha

Carter Samantha

Project

Pay Code Description

Select values

Division

Select values

Pay Date =|
01/17/2025
01/17/2025
01/31/2025
01/24/2025
01/24/2025
01/17/2025
01/17/2025
01/10/2025
01/10/2025
01/03/2025
01/03/2025
01/31/2025

01/31/2025

Pay Code =]
REG

REG

REG
HOLS
REG
HOLS
REG
PTO

REG

Project

Select values

Pay Code Description ~
REGULAR PAY
REGULAR PAY
VACATION
OVERTIME
REGULAR PAY
OVERTIME
REGULAR PAY
HOLIDAY
REGULAR PAY
HOLIDAY
REGULAR PAY
PERSONAL TIME

REGULAR PAY

Bookmarks ~ Share =

Reset I Explore []+~ “sigm

Shift Code

Select values bl

Vo o™
ik

Hours Worked (1) ~ Hours/L
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2  Toggle into "Explore" mode.

Pay Code Detai

Pay Code Detail ~ Summary ~

Pay Date Range”

] 01/01/2025 -

Position

Select values

Dashboard

01/3... x

Position ~

Client ID

Select values

Location

Select values

Location ~  Department ~  Division

Client Status
v Select values

Department
= Select values

Project ~

Pay Code Description

Select values

Division

Select values

Project

Select values

Shift Code

Select values

ClientID ~

777700

777700

777700

777700

777700

777700

777700

777700

777700

777700

777700

Pay Code Detail

Client Name :]
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC
Kyle's Kites LLC

Kyle's Kites LLC

Employee 1D
F90438
F90438
R78040
R78040
R78040
R78040
R78040
R78040
R78040
R78040

R78040

Employee Name =]
Carter Samantha
Carter Samantha
Day Jessica

Day Jessica

Day Jessica

Day Jessica

Day Jessica

Day Jessica

Day Jessica

Day Jessica

Day Jessica

Pay Date =|
01/03/2025
01/03/2025
01/31/2025
01/31/2025
01/24/2025
01/17/2025
01/17/2025
01/10/2025
01/10/2025
01/03/2025

01/03/2025

Pay Code <]
HoLs
REG
/T
REG
REG
PTO
REG
HOLS
REG
HoLs

REG

Pay Code Description ~
HOLIDAY
REGULAR PAY
OVERTIME
REGULAR PAY
REGULAR PAY
PERSONAL TIME
REGULAR PAY
HOLIDAY
REGULAR PAY
HOLIDAY

REGULAR PAY

WB

arks ~ Share ~

plore [ ]~ “Ysigma

Vare®

Hours Worked (1) ~
0.00

28.60

017

40.00

39.90

36.20

0.00

32.01

2420

Hours/L

This option can be selected when deleting fields from within a table element.




3 Click in the white area of the table you will be removing columns from.

In this case, we are removing a column from the "Pay Code Detail" table.

WB
Pay Code Detail Dashboard Bookmarks v Share ~
= + PayCodeDetail ~ Summary ~ Position ~ Location ~ Department ~ Division ~ Project - Reset @) Explore [ ]~ of Wsigma
=) S % L 0 v fx == Pay Code Detail
. o - Properties Format  Actions
Pay Date Range Client ID Client Status Pay Code Desc...
1 01/01/2025... X Select values v Select values v Selectval... v DATA SOURCE
- ) o ! : EMPLOVEE_PAYROLL... v =
Position Location Department Division Project Shift Code
Select values ot Select values e Select values R Select values 2 Select values v [ :f" T GROUPINGS +
Vil
o Drag and drop ¢ rom the
i Columns tabto upings
Pay Code Detail
Columns Metrics
Clientid «  ClientName <]  EmployeelD ~  Employee Name =] PayDate =|  PayCode ]  Pay CodeDescription v
777700 Kyle's KitesLLC ~ U78043 BISHOP WILL 01/17/2025 REG REGULAR PAY RECHCHEH L
777700 Kyle' ¢ ClientID
yles KitesLLC ~ U78043 BISHOP WILL 01/17/2025  REG REGULAR PAY
777700 Kyle's KitesLLC ~ U78043 Bishop Will 01/31/2025  VAC VACATION ' )
N oc Client Name
777700 Kyles KitesLLC ~ U78043 Bishop Will 01/24/2025 O/ OVERTIME o EmployeeID
777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/24/2025 REG REGULAR PAY #ec Employee Name
Pay Date
777700 Kyié‘; Kites LLC u78043 E\ShDP\H\" 01/17/2025 oT OVERTIME 3
Pay Code
777700 Kyles KitesLLC ~ U78043 Bishop Wil 01/17/2025  REG REGULAR PAY Pay Code Description
777700 Kyle's KitesLLC ~ U78043 Bishop will 01/10/2025  HOLS HOLIDAY 123 Hours Worked (1)
3 Hours/Units (1)
777700 Kyles KitesLLC ~ U78043 Bishop Will 01/10/2025  REG REGULAR PAY
Pay Amount (1)
777700 Kyles KitesLLC ~ U78043 Bishop Will 01/03/2025 HOLS HOLIDAY wc Pay Code Hours or Units

4  Inthis example, let's delete the "Project” column from the "Pay Code Detail" table.

There are two options for deleting this field from within the table. Both the
"Keyboard Option" and "Dropdown Menu Option" below accomplish the same
objective.

@ Keyboard Option



5  Start by clicking on the blue "Project" header within the table.

w
Pay Code Detail Dashboard Bookmarks ¥ Share
= + PayCodeDetail ~ Summary ~ Position v Location ~ Department ~ Division ~ Project ~ Reset @) Explore [~ of Y
o Pay Code Detail
N Settings  Actions
Position Location Department ion Project Shift Code
Select values v Select values v Select values . Select values 7 Select va v - v;.tﬂ::j 5 ‘ Theme Prism UEX
Project Waorkbook settings
Pay Code Detail [PROJWORK, DESCRIPTION
sorUnits ~  Position ~ Location ~ Department v  Division [+  Project] v  Shift Code ~ at Cost Center display ~ +
Administrative Assistant  Little Rock, AR Office nul u 1 Van Buren Location (Van Buren)
Administrative Assistant  Van Buren, AR Office nul null 1 Van Buren Location (Van Buren)
nul null wll nul null null Van Buren Location (Van Buren)
null null null null null null Van Buren Location (Van Buren)
nul null null nul null null Van Buren Location (Van Buren)
null null null null null null Van Buren Location (Van Buren)
null null null nul null null Van Buren Location (Van Buren)
null null null null null null Van Buren Location (Van Buren)
null null null nul null null ‘Van Buren Location (Van Buren)
null null null nul null null Van Buren Location (Van Buren)
null null ull nui null null Van Buren Location (Van Buren)
null null wll null null null Van Buren Location (Van Buren)

6  Strike "Delete" on your keyboard.



7  You'll notice that the "Project" field has now been removed from the table.

WB
Pay Code Detail Dashhoard Bookmarks ~  Share ~
= + PayCodeDetail ~ Summary - Position ~ Location ~ Department ~ Division v Project ~ Reset @) Explore [ ]~ of “sigma
o o S % D 0 v - fx = Pay Code Detail
) ) . . Properties Format  Actions
Position Location Department Division Project Shift Code
Select values ~ Select values ~ Select values ~ Select values ~ Select values v DATA SOURCE
= o (D EMPLOYEE_PAYROLL... ~
Pay Code Detail GROUPINGS T
Pay Code Hoursor Units v Position ~ Location Department ~ iftCode v  Client Cost Center display ~ + Drag and drop columns from the
Columns tab to create groupings
Hours Administrative Assistant  Little Rock, AR Office null Van Buren Location (Vaﬂ Buren)
Hours Administrative Assistant  Van Buren, AR Office null 1 Van Buren Location (Van Buren) Columns Metrics
Hours null null null null null Van Buren Location (Vel\ Buren) ADD COLUMN Q +
Hours null nll null nul null Van Buren Location (Van Buren) ClientID
Hours null null null null null Van Buren Location (Van Buren) LS -1 disg
#8c Client Name
Hours null null null null null Van Buren Location (Van Buren)
#8c Employee ID
Hours null null null null null Van Buren Location (Van Buren) 8 Employee Name
Hours null null null null null Van Buren Location (Van Buren) Pay Date
6 Pay Code
Hours null null null null null Van Buren Location (Van Buren) .
Pay Code Description
Hours null null null null null Van Buren Location (Van Buren) 123 Hours Worked (1)
Hours null null null null null Van Buren Location (Van Buren) 123 Hours/Units (1)
123 Pay Amount (1)
Hours null null null null null Van Buren Location (Van Buren) »
#8c Pav Code Houirs or Units

Dropdown Menu Option



8  Click on the arrow next to the header of the field you would like to delete.

WB
Pay Code Detail Dashboard Bookmarks *  Share ~
= + PayCodeDetail ~ Summary - Position ~ Location ~ Department ~ Division v Project ~ Reset @) Explore [ ]~ of “sigma
o> o § % 9 09 1w~ - fi [EMPLOYEE_PAYROLL_VOUCHERS_PAY_CODE/Project] = Pay Code Detail
) . Properties Format  Actions
Position Location Department Division Project Shift Code
Select values ~ Select values ~ Select values ~ Select values ~ Select values v DATA SOURCE
Vol
o 0 D EMPLOYEE_PAYROLL...
Pay Code Detail /-\ GROUPINGS T
Pay Code Hoursor Units ~  Position ~ Location ~ Department ~  Division ~ ject ~ }shi& Code v  Client Cost Center display |+ Drag and drop columns from the
| Columnstab to create groupings
Hours Administrative Assistant  Litle Rock, AR Office null null 1 Van Buren Location (Van B
Hours Administrative Assistant  Van Buren, AR Office null null 1 ‘Van Buren Location (Van Bt Columns. Metrics
Hours Administrative Assistant  Little Rock, AR Office null null 1 Van Buren Location (Van Bt ADD COLUMN Q +
Hours Administrative Assistant  Van Buren, AR Office null null 1 'Van Buren Location (Van Bt wc ClientID
Hours Administrative Assistant  Little Rock, AR Office null null 1 Van Buren Location (Van Br #c Client-ID disg
fec Client Name
Hours Administrative Assistant  Van Buren, AR  Office null null 1 Van Buren Location (Van Bt
#8c Employee ID
Hours Administrative Assistant  Van Buren, AR  Office null null 1 Van Buren Location (Van Br s Employee Name
Hours Administrative Assistant  Little Rock, AR Office null null 1 Van Buren Location (Van Bi [0 PayDate
s Pay Code
Hours Administrative Assistant  Little Rock, AR Office null null 1 Van Buren Location (Van Bi .
#8c Pay Code Description
Hours Adminisirative Assistant  Van Buren, AR Office null null 1 Van Buren Location (Van B 123 Hours Worked (1)
Hours Administrative Assistant  LitleRock, AR Office null null 1 Van Buren Location (Van Bl 123 Hours/Units (1)
123 Pay Amount (1)
Hours Administrative Assistant  Van Buren, AR Office null null 1 Van Buren Location (Van Bi

#ec Pav Code Hours or Units

9  Wwithin the expanded menu, click "Delete column".

wB
Pay Code Detail Dashbhoard Bookmarks ~  Share ¥
= + PayCodeDetail ~ Summary ~ Position ~ Location ~ Department ~ Division ~ Project ~ SORT A 03 B Reset @) Explore D v off Wsigma
o = § % B W wwv e fx | [EMPLOYEE_PAYROLL_VOUCHERS_PAY_CODE/Project] Filter i # T Pay Code Detail
Add new column Tt -
. ) e Properties  Format  Actions
Position Location Department Division Pt 3 Code
Add column via >
= o = v < DATA SOURCE
Select values Select values Select values Selectvalues * Duplicate column 20 75‘ lib 2
o D EMPLOYEE_PAYROLL... ~
Rename column TR
Pay Code Detail Set description... GROUPINGS +
Pay Code Hours or Units ~ - Location Department ~ Division ~ | Project TH st center display - Drag and drop columns from the
Columnstab to create groupings
Hours strative Assistant  Little Rock, AR Office null null n Del p Location (Van Br
Hours Administrative Assistant  Van Buren, AR  Office null null FreeZ& up to column n Location (Van B Columns. Metrics
Hours Administrative Assistant  Little Rock, AR Office null null Move to new folder n Location (Van Bi ADD COLUMN Q +
Hours Administrative Assistant  Van Buren, AR Office null null Move to > nlLocation (Van Bl #8c ClientID
Hours istrative Assistant  Little Rock, AR Office null null Group column #6 nLocation (Van Bi f8t Client-ID disg
. fec Client Name
Hours istrative Assistant Van Buren, AR  Office null null Column details... Ctrl | | Location (Van B
et Employee ID
Hours istrative Assistant  Van Buren, AR Office null null Transform > nlLocation (Van Bi s Employee Name
Hours isirative Assistant  Little Rock, AR Office null null Conditional formatting n Location (Van Bi Pay Date
aac Pay Code
Hours Administrative Assistant  Little Rock, AR Office null null 1 Van Buren Location (Van Br rae
#8C Pay Code Description
Hours Administrative Assistant  Van Buren, AR Office null null 1 Van Buren Location (Van Bi 123 Hours Worked (1)
Hours Administrative Assistant  Litle Rock, AR Office null null 1 Van Buren Location (Van Bi 123 Hours/Units (1)
123 Pay Amount (1)
Hours Administrative Assistant  Van Buren, AR Office null null 1 'Van Buren Location (Van Bi ~
fec Pay Code Hours or Units




10  You'll notice that the "Project" field has now been removed from the table.

wB
Pay Code Detail Dashhoard Bookmarks ~  Share ~
= + PayCodeDetail ~ Summary ~ Position ~ Location ~ Department ~ Division ~ Project - Reset @) Explore [ ]~ of “sigma
o 8 % 9 00 m@mv - fx Pay Code Detail
" ) . 3 ) Properties Format  Actions
Position Location Department Division Project Shift Code
Select values - Select values - Select values . Select values - Select values - SROUTRGS *
ol Drag and drop columns from the
Columnstab to create groupings
Pay Code Detail
Columns Metrics
Pay Code Hoursor Units ~  Position ~ Location ~ Department ~  Divisibn ~ I ShiftCode ~  Client Cost Center display ~ +
ADD COLUMN Q +
Hours Administrative Assistant  Little Rock, AR Office null A Van Buren Location (Van Buren)
s Client 1D
Hours Administrative Assistant  Van Buren, AR  Office null 1 Van Buren Location (Van Buren)
Clien disp
Hours Administrative Assistant  Little Rock, AR Office null 1 Van Buren Location (Van Buren) oc Client Name
Hours Administrative Assistant  Van Buren, AR Office null 1 Van Buren Location (Van Buren) 5c Employee ID
. . Employee Name
Hours Administrative Assistant  Little Rock, AR Office null 1 Van Buren Location (Van Buren) _
il PayDate
Hours Administrative Assistant Van Buren, AR Office null 1 Van Buren Location (Van Buren) o PayCode
Hours Administrative Assistant  Van Buren, AR Office null 1 Van Buren Location (Van Buren) # Pay Code Description
23 Hours Worked (1)
Hours Administrative Assistant  Little Rock, AR Office null 1 Van Buren Location (Van Buren)
123 Hours/Units (1)
Hours Administrative Assistant  Little Rock, AR Office null 1 Van Buren Location (Van Buren) 21 Pay Amount (1)
Hours Administrative Assistant  Van Buren, AR  Office null 1 an Buren Location (Van Buren) 5t Pay Code Hours or Units
8C Client Status Class
Hours Administrative Assistant  Little Rock, AR Office null 1 Van Buren Location (Van Buren)
A Position
Hours Administrative Assistant  Van Buren, AR Office null 1 Van Buren Location (Van Buren) #eC Location

Option #2: Deleting a Column from within the "Columns"
menu

Alternatively, you may delete the field using the "Columns" menu that appears on
the right side of Report Center.



11 Navigate to any Report Center Workbook.

For this example, we used the "Pay Code Detail Dashboard" Workbook.

Pay Code Detall Dashboard

Pay Code Detail ~ S

ummary -

Pay Date Range "

() 01/01/2025 - 01/3...

Position

Select values

Pay Cod
ClientID ~
777700
777700
777700
777700
777700
777700
777700
777700
777700
777700
777700
777700

777700

12 Toggle into "Explore" mode.

e Detail

E

Position ~  Location v

ClientID

Select values

Location

Select values

ClientName <]  EmployeeID ~

Kyle's Kites LLC ~ U78043

Kyle's Kites LLC ~ U78043

Kyle's Kites LLC ~ U78043

Kyle's Kites LLC ~ U78043

Kyle's Kites LLC ~ U78043

Kyle's Kites LLC ~ U78043

Kyle's Kites LLC ~ U78043

Kyle's Kites LLC ~ U78043

Kyle's Kites LLC ~ U78043

Kyle's Kites LLC  U78043

Kyle's Kites LLC ~ U78043

Kyle's Kites LLC ~ F90438

Kyle's Kites LLC ~ FO0438

Pay Code Detail Dashboard

Pay Code Detail ~ Summary ~

Pay Date Range”

i 01/01/2025- 01/3... x

Position

Select values

Department -

Client Status

2 Select values
Department
4 Select values

Employee Name =]
BISHOP WILL
BISHOP WILL
Bishop Will
Bishop Will
Bishop Will
Bishop will
Bishop Will
Bishop will
Bishop Will
Bishop Will
Bishop Will
Carter Samantha

Carter Samantha

Position ~  Location ~  Department ~  Division ~
Client ID Client Status
Select values v Select values
Location Department

- Select values v Select values

Division ~

01/31/2025 VAC

01/10/2025  HOLS

01/03/2025 HOLS

01/31/2025 PTO

Project ~
Pay Code Description
2 Select values
Division
v Select values
Pay Date =|
01/17/2025 REG
01/17/2025  REG
01/24/2025 O/T
01/24/2025 REG
01117/2025 O/T
01/17/2025 REG
01/10/2025 REG
01/03/2025 REG
01/31/2025  REG
Project ~

Pay Code Description

Select values

Division

Select values

Project

Select values

PayCode 5]  PayCode Description

REGULAR PAY
REGULAR PAY
VACATION
OVERTIME
REGULAR PAY
OVERTIME
REGULAR PAY
HOLIDAY
REGULAR PAY
HOLIDAY
REGULAR PAY
PERSONAL TIME

REGULAR PAY

Project

Select values

Bookmarks ~ Share ~

Reset I Explore [ ]~ “sigm
Shift Code
Select values i

Hours Worked (1]

¥

) ~ Hours/L

wB

Bovkmarks ~ Share =

Reset 1B

Shift Code

Select values

Pay Code Detail
Client1D ~ Client Name =]
777700 Kyle's Kites LLC
777700 Kyle's Kites LLC
777700 Kyle's Kites LLC
777700 Kyle's Kites LLC
777700 Kyle's Kites LLC
777700 Kyle's Kites LLC
777700 Kyle's Kites LLC
777700 Kyle's Kites LLC
777700 Kyle's Kites LLC
777700 Kyle's Kites LLC
777700 Kyle's Kites LLC

Employee D ~

Fo0438

Fo0438

R78040

R78040

R78040

R78040

R78040

R78040

R78040

R78040

R78040

Employee Name =[
Carter Samantha
Carter Samantha
Day Jessica

Day Jessica

Day Jessica

Day Jessica

Day Jessica

Day Jessica

Day Jessica

Day Jessica

Day Jessica

Pay Date =|
01/03/2025
01/03/2025
01/31/2025
01/31/2025
01/24/2025
01/17/2025
01/17/2025
01/10/2025
01/10/2025
01/03/2025

01/03/2025

Pay Code =1
HOLS
REG
oT
REG
REG
PTO
REG
HOLS
REG
HOLS

REG

Pay Code Description ~

HOLIDAY

REGULAR PAY

OVERTIME

REGULAR PAY

REGULAR PAY

PERSONAL TIME

REGULAR PAY

HOLIDAY

REGULAR PAY

HOLIDAY

REGULAR PAY

Vo <"

Hours Worked (1) ~

Explore []~ “{sigma

Hours/L




13

Click in the white area of the table you will be removing columns from.

In this case, we are removing a column from the "Pay Code Detail" table.

Pay Code Detail Dashboard

WB

Bookmarks ~ Share ~

= + PayCodeDetail ~ Summary v Position v Location ~ Department ~ Division ~ Project ~ Reset @ Explore D ~ o Wsigma
S oo 5 % D W == Pay Code Detail
o i i Properties  Format  Actions
Pay Date Range Client ID Client Status Pay Code Desc...
&) 01/01/2025... X Select values ~ Select values - Selectval... v DATA SOURCE
N ) o ! : (1) EMPLOYEE_PAYROLL...
Position Location Department Division Project Shift Code
Select values 2 Select values 2 Select values v Select values ~ Select values R GROUPINGS +
Ve lo
o 9 Drag and drop columns from the
. Columns tab to create groupings
Pay Code Detail
Columns Metrics
ClientiD «  ClientName 3]  EmployeelD v  Employee Name =] PayDate =|  PayCode i1  PayCode Description -
777700 Kyle's KitesLLC ~ U78043 BISHOP WILL 01/17/2025 REG REGULAR PAY RECHCHEH L
: ac Client ID
777700 KylesKitesLLC ~ U78043 BISHOP WILL 01/17/2025  REG REGULAR PAY
a8 Client-ID display
777700 KylesKitesLLC ~ U78043 Bishop Will 01/31/2025  VAC VACATION -
fec Client Name
777700 KylesKitesLLC ~ U78043 Bishop Will 01/24/2025  O/T OVERTIME #8c EmployeeID
777700 Kyle's KitesLLC ~ U78043 Bishop Will 01/24/2025 REG REGULAR PAY #ac Employee Name
7 PayDate
777700 KylesKitesLLC ~ U78043 Bishop will 01/17/2025 O/ OVERTIME i
0 Pay Code
777700 Kyles KitesLLC ~ U78043 Bishop Will 01/17/2025 REG REGULAR PAY @ Pay Code Description
777700 Kyles KitesLLC ~ U78043 Bishop Will 01/10/2025 HOLS HOLIDAY 123 Hours Worked (1)
123 Hours/Units (1)
777700 KylesKitesLLC ~ U78043 Bishop Will 01/10/2025 REG REGULAR PAY
123 Pay Amount (1)
777700 KylesKitesLLC ~ U78043 Bishop Will 01/03/2025 HOLS HOLIDAY st Pay Code Hours or Units

14

In the right side of the screen, you will see the "Columns" menu section. You'll

notice all of the headers from your table are listed as available columns here.

Pay Code Detail Dashboard

wB

Bookmarks ~ Share =

= + PayCodeDetail ~ Summary ~ Position ~ Location ~ Department ~ Division ~ Project ~ Reset @) Explore D ~ o Wsigma
= § % L 09 v o fx T Pay Code Detail
B B e B Properties Format  Actions
Position Location Department Division Project Shift Code
Select values v Select values v Select values ~ Select values v Select values - _ GROUBINGS i
o o Drag and drop columns from the
Coll o create groupings
Pay Code Detail
Metrics
Hours/Units (1) ~ Pay Amount(1) ~  Pay Code Hours or Units ~ Position ~ Location ~ Department ~ Division ~ -
ADD COLUMN qQ +
| 0.00 $0.00  Hours Administrative Assistant  Little Rock, AR Office null
#ec Client ID
0.00 §0.00 Hours Administrative Assistant  Van Buren, AR Office null
msc Client-1D display
| 0.00 5000 Hours Administrative Assistant  Little Rock, AR Office null 1 sc Client Name
0.00 5000 Hours Administrative Assistant  Van Buren, AR  Office null #ec Employee ID
ot Employee Name
0.00 $0.00  Hours Administrative Assistant  Little Rock, AR Office null - Py
il PayDate
0.00 $0.00  Hours Administrative Assistant  Van Buren, AR Office null Pay Code
0.00 $0.00 Hours Administrative Assistant VanBuren, AR  Office null © Pay Code Description
123 Hours Worked (1)
0.00 $0.00 Hours Administrative Assistant  Little Rock, AR Office null
123 Hours/Units (1)
i 20.00 $450.00 Hours Administrative Assistant  Little Rock, AR Office null 123 Pay Amount (1)
20.00 $450.00 Hours Administrative Assistant  Van Buren, AR  Office null 1 fec Pay Code Hours or Units
fec Client Status Class
20.00 $450.00 Hours Administrative Assistant  Little Rock, AR Office null
#c Position
| 20.00 $450.00 Hours Administrative Assistant  Van Buren, AR  Office null 1 = | Location




@ Keyboard Option

15

16

From within the "Columns" menu, find the name of the field you would like to

remove, then click the arrow next to that field.

Pay Code Detail ~ Summary ~ Position ~ Location ~ Department ~ Division ~ Project ~
% 9 09 13w - fi | [EMPLOYEE_PAYROLL_VOUCHERS_PAY_CODE/Project]
Position Location Department Division Project Shift Code
Select values - Select values ~ Select values - ctvalues v Select values ~ E
(8
g
Pay Code Detail
Pay Code Hoursor Units ~  Position Location ~ Department v Division v | Project ~ | ShiftCode v  Client Cost Center display
Hours Administrative Assistant  Little Rock, AR Office null null 1 Van Buren Location (Van Bt
Hours Administrative Assistant  Van Buren, AR  Office null null 1 Van Buren Location (Van Bt
Hours Administrative Assistant  Little Rock, AR Office null null 1 Van Buren Location (Van Bt
Hours Administrative Assistant  Van Buren, AR Office null null ; Van Buren Location (Van Br
Hours Administrative Assistant  Litle Rock, AR Office null null 1 Van Buren Location (Van Br
Hours Administrative Assistant  Van Buren, AR  Office null null 1 Van Buren Location (Van Br
Hours Administrative Assistant  Van Buren, AR  Office null null 1 Van Buren Location (Van Bt
Hours Administrative Assistant  Little Rock, AR Office null null 1 Vvan Buren Location (Van Bi
Hours Administrative Assistant  Little Rock, AR Office null null 1 Van Buren Location (Van B
Hours Administrative Assistant  Van Buren, AR  Office null null 1 Van Buren Location (Van Bt
Hours Administrative Assistant ~ Little Rock, AR Office null null 1 Van Buren Location (Van Bt
Hours Administrative Assistant  Van Buren, AR Office null null 1 Van Buren Location (Van Br
Hours Administrative Assistant  Van Buren, AR  Office null null 1
Hours Administrative Assistant m &£ = aa aull 1
Hours Administrative Assistant e L ol Layout aull 1 Van Buren Location (Van Bi

Strike "Delete" on your keyboard.

Reset

ODES].DESCRIPTION

& Explore [ |~ of “{sigma

= Pay Code Detail

Properties Format  Actions

Drag and drop columns from the
Columns tab to create groupings

Columns Met

ADD COLUMN

Client 1D

t Client Name

Employee ID

#8c Employee Name

Pay Date

Pay Code

#ac Pay Code Description
Hours Worked (1)
Hours/Units (1)

123 Pay Amount (1)

#2c Pay Code Hours or Units

B8 Client S

A2 Position
feC Location
“8C Department

rics

a +

Client Cost Center display

10



17  You'll notice that the "Project" field has now been removed from the table.

WB
Pay Code Detail Dashboard Bookmarks *  Share ~
= + PayCodeDetail ~ Summary - Position ~ Location ~ Department ~ Division v Project ~ Reset @) Explore [ ]~ of “sigma
S o= 0§ % 8 0w e fx = Pay Code Detail
) . Properties Format  Actions
Position Location Department Division Project Shift Code
Select values ~ Select values ~ Select values ~ Select values ~ Select values v GROUPINGS &
i ) Drag and drop columns from the
Columnstab to create groupings
Pay Code Detail
Columns Metrics
Pay Code Hoursor Units ~  Position ~ Location ~ Department ~  Divisip Code v  Client Cost Center display ~ +
ADD COLUMN Q +
Hours Administrative Assistant  Litle Rock, AR Office null Van Buren Location (Van Buren)
aac ClientID
Hours Administrative Assistant  Van Buren, AR Office null 1 Van Buren Location (Van Buren)
aeC Client-1D display
Hours Administrative Assistant  Little Rock, AR Office null 1 Van Buren Location (Van Buren) e Client Name
Hours Administrative Assistant  Van Buren, AR  Office null 1 Van Buren Location (Van Buren) fec Employee ID
. ) i @ Employee Name
Hours Administrative Assistant  Little Rock, AR Office null 1 Van Buren Location (Van Buren) -
(3 PayDate
Hours Administrative Assistant Van Buren, AR Office null 1 Van Buren Location (Van Buren) e PayCode
Hours Administrative Assistant  Van Buren, AR Office null 1 Van Buren Location (Van Buren) fec Pay Code Description
123 Hours Worked (1)
Hours Administrative Assistant  Little Rock, AR Office null 1 Van Buren Location (Van Buren)
123 Hours/Units (1)
Hours Administrative Assistant  Little Rock, AR Office null : | Van Buren Location (Van Buren) 123 Pay Amount (1)
Hours Administrative Assistant  Van Buren, AR  Office null 1 \an Buren Location (Van Buren) A Pay Code Hours or Units
fec Client Status Class
Hours Administrative Assistant  Little Rock, AR Office null 1 Van Buren Location (Van Buren)
Asc Position
Hours Administrative Assistant  Van Buren, AR Office null 1 Van Buren Location (Van Buren) 80 Location

Dropdown Menu Option



8 From within the "Columns" menu, find the name of the field you would like to

remove, then click the arrow next to that field.

= + PayCodeDetail ¥ Summary ~ Position v Location ~ Department ~ Division ~ Project v

S ¢ § % 9 09 13w - fx | [EMPLOYEE_PAYROLL_VOUCHERS_PAY_CODE/Project]
Position Location Department Division Project Shift Code
Select values ~ Select values - Select values - Select values ~ Select values -
)
=,

Pay Code Detail

Pay Code Hoursor Units ~  Position ~ Location + Department v Division v | Project ~ [ ShiftCode v  Client Cost Center display *
Hours Administrative Assistant  Little Rock, AR Office null null 1 Van Buren Location (Van Bl
Hours Administrative Assistant  Van Buren, AR Office null null 1 'Van Buren Location (Van B
Hours Administrative Assistant  Little Rock, AR  Office null null 1 Van Buren Location (Van Bi
Hours Administrative Assistant  Van Buren, AR  Office null null 1 Van B Location (Van B
Hours Administrative Assistant  Little Rock, AR Office null null 1 Van Buren Location (Van B
Hours Administrative Assistant  Van Buren, AR  Office null null 1 Van Buren Location (Van Bi
Hours Adminisirative Assistant  Van Buren, AR  Office null null 1 Van Buren Location (Van Bi
Hours Administrative Assistant  Little Rock, AR Office null null 1 Van Buren Location (Van Bi
Hours Administrative Assistant  Little Rock, AR  Office null null 1 Van Buren Location (Van Bi
Hours Administrative Assistant  Van Buren, AR  Office null null 1 Van Buren Location (Van Bi
Hours Administrative Assistant  Little Rock, AR  Office null null 1 Van Buren Location (Van Bi
Hours Adi istrative Assistant Van Buren, AR  Office null null 1 'Van B Location (Van B!

Hours Ad istrative Assistant  Van Buren, AR Office null null 1 Van Bure

Project

Hours Administrative Assistant m &£ = o aull 1
Data  Charts Controls Ul Layout )
Hours Administrative Assistant aull 1 Van Buren Location (Van B

19  within the expanded menu, click "Delete column".

+  PayCodeDetail ~ Summary ~ Position ~ Location ~ Department ~ Division ~ Project ~

o © § % B 00 v - fx  [EMPLOYEE_PAYROLL_VOUCHERS_PAY_CODE/Project]
Position Location Department Division Project Shift Code
Select values > Select values v Select values v Select values v Select values v [ I&;)
(N
=

Pay Code Detail

Pay Code Hours or Units ~ Position Location - Department ~ Division ~ Project ~ Shift Code ~ Client Cost Center display *
Hours Administrative Assistant  Little Rock, AR Office null null 1 Van Buren Location (Van B
Hours istrative Assistant Van Buren, AR  Office null null 1 ‘Van Buren Location (Van B
Hours strative Assistant  Litle Rock, AR Office null null 1 Van Buren Location (Van Bt
Hours strative Assistant  Van Buren, AR  Office null null 1 Van Buren Location (Van Br
Hours istrative Assistant  Little Rock, AR Office null null 1 Van Buren Location (Van Br
Hours istrative Assistant  Van Buren, AR  Office null null 1 Van Buren Location (Van Br
Hours Administrative Assistant  Van Buren, AR Office null null 1 Van Buren Location (Van Bt
Hours Administrative Assistant  Little Rock, AR Office null null 1 Van Buren Location (Van Bt
Hours Administrative Assistant  Little Rock, AR Office null null 1 Van Buren Location (Van Bl
Hours Administrative Assistant  Van Buren, AR  Office null null 1 Van Buren Location (Van Bt
Hours Administrative Assistant  Litle Rock, AR Office null null 1 Van Buren Location (Van Bt
Hours Administrative Assistant  Van Buren, AR  Office null null 1 Van Buren Location (Van Bt
Hours Administrative Assistant  Van Buren, AR Office null null 1 Van Buren Location (Van Br
Hours Administrative Assistant m &£ = aa aull 1 Van Buren Lecation (Van B
Hours Administrative Assistant pata - Charts - Controls Ul LYt 1 Van Buren Location (Van Br

\

Reset

Reset
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= Pay Code Detail

Properties Format  Actions

Drag and drop columns from the
Columns tab to create groupings

Columns Metrics

ADD COLUMN Q +
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Client ID
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Posi
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Properties Format  Actions
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Colu

ADD COL

Clic
clit

Clie

Em
Em
Pay
Pay

o
Pay

Ho
Ho
Pay
Pay

Clie
Po
Loc
Dej

Div

SORT El
Filter tF
Add new colum: i+
Add column via >
Duplicate column to
Rename column tR
Set description...
tH
Del

Freeze up to column

Move to new folder
Maove to >

Group column tG
Column details... e |

Transform >

Cenditional formatting

Project
Shift Code

Client Cost Center display
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20 You'll notice that the "Project” field has now been removed from the table.

WB
Pay Code Detail Dashboard Bookmarks *  Share ~
= + PayCodeDetail ~ Summary - Position ~ Location ~ Department ~ Division v Project ~ Reset @) Explore [ ]~ of “sigma
S o= 0§ % 8 0w e fx = Pay Code Detail
) . Properties Format  Actions
Position Location Department Division Project Shift Code
Select values ~ Select values ~ Select values ~ Select values ~ Select values v GROUPINGS &
i ) Drag and drop columns from the
Columnstab to create groupings
Pay Code Detail
Columns Metrics
Pay Code Hoursor Units ~  Position ~ Location ~ Department ~  Divisip Code v  Client Cost Center display ~ +
ADD COLUMN Q +
Hours Administrative Assistant  Litle Rock, AR Office null Van Buren Location (Van Buren)
aac ClientID
Hours Administrative Assistant  Van Buren, AR Office null 1 Van Buren Location (Van Buren)
%8¢ Client-1D display
Hours Administrative Assistant  Little Rock, AR Office null 1 Van Buren Location (Van Buren) e Client Name
Hours Administrative Assistant  Van Buren, AR  Office null 1 Van Buren Location (Van Buren) fec Employee ID
. ) i @ Employee Name
Hours Administrative Assistant  Little Rock, AR Office null 1 Van Buren Location (Van Buren) -
(3 PayDate
Hours Administrative Assistant Van Buren, AR Office null 1 Van Buren Location (Van Buren) e PayCode
Hours Administrative Assistant  Van Buren, AR  Office null 1 Van Buren Location (Van Buren) fec Pay Code Description
123 Hours Worked (1)
Hours Administrative Assistant  Little Rock, AR Office null 1 Van Buren Location (Van Buren)
123 Hours/Units (1)
Hours Administrative Assistant  Little Rock, AR Office null : | Van Buren Location (Van Buren) 123 Pay Amount (1)
Hours Administrative Assistant  Van Buren, AR  Office null 1 \an Buren Location (Van Buren) A Pay Code Hours or Units
fec Client Status Class
Hours Administrative Assistant  Little Rock, AR Office null 1 Van Buren Location (Van Buren)
Asc Position
Hours Administrative Assistant  Van Buren, AR Office null 1 Van Buren Location (Van Buren) 80 Location




