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How to Delete a Column in PrismHR
Report Center

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.
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2 Toggle into "Explore" mode.

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

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

6 Strike "Delete" on your keyboard.
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7 You'll notice that the "Project" field has now been removed from the table.

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

9 Within the expanded menu, click "Delete column".
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10 You'll notice that the "Project" field has now been removed from the table.

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.
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11 Navigate to any Report Center Workbook.

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

12 Toggle into "Explore" mode.
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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.

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.
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Keyboard Option

15 From within the "Columns" menu, find the name of the field you would like to
remove, then click the arrow next to that field.

16 Strike "Delete" on your keyboard.
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17 You'll notice that the "Project" field has now been removed from the table.

Dropdown Menu Option
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18 From within the "Columns" menu, find the name of the field you would like to
remove, then click the arrow next to that field.

19 Within the expanded menu, click "Delete column".
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20 You'll notice that the "Project" field has now been removed from the table.


