Exporting Data from Report Center

@ MY HR PROS

This guide provides a step-by-step process for exporting data from the Report Center,
making it easy for users to retrieve and analyze pay code details efficiently.

There are three separate export options covered in this guide - "Exporting
Individual Elements", "Exporting Pages/Tabs", and "Exporting Entire Workbook".

Exporting Individual Report Center Elements

@ The "Exporting Individual Report Center Elements" option is recommended when
you have multiple Report Center elements contained within a Report Center
workbook (i.e. multiple tables, charts, KPIs, or pivot tables) and you would like to
isolate and export one specific element from the workbook.

1 Open any Report Center Workbook.

Pay Code Detall Dashboard

Pay Code Detail ~ Summary ~

Pay Date Range "

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 Kitas 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 ~

ClientID

Select values

Location

Select values

Employee D ~

u78043

u78043

u78043

u78043

u78043

u78043

U78043

u78043

u78043

u78043

u78043

F90438

FO90438

Location ~  Department ~  Division ~

Client Status

2 Select values
Department
~ 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

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
VAC
ot
REG
ot
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 1B Explore [ |~ “Ysigm

Shift Code

Select values ¥

Hours Worked (1) ~ Hours/L
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Apply page controls and/or make updates as you'd like within the workbook.

Pay Code Detall Dashboard

= + PayCodeDetail ~ Summary ~ Position -
]
Pay Date Ran Client ID
01/01/2025 .5 Select values >
Position Location
Select values > Select values o

Pay Code Detail

ClientID ~ Client Name <[ EmployeeID ~
777700 Kyle's Kites LLC ~ U78043
777700 Kyle's Kites LLC ~ U78043
777700 Kyle's Kites LLC ~ U78043
777700 Kyle's Kites LLC ~ U78043
777700 Kyles Kites LLC ~ U78043
777700 Kyles Kites LLC ~ U78043
777700 Kyle's Kites LLC ~ U78043
777700 Kyles Kites LLC ~ U78043
777700 Kyle's Kites LLC ~ U78043
777700 Kyles Kites LLC ~ U78043

Location -~

Client Status

Select values .
Department
Select values A

Employee Name =]
BISHOP WILL
BISHOP WILL
Bishop Will

Bishop Will

Bishop W

Bishop will

Bishop W
Bishop Will
Bishop Will

Bishop Will

Department ~ Division -

Pay Code Desc...

Select v

Division

Select values

Project

Project

Select

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

01/03/2025

values

Pay Code <1

REG

REG

HOLS

Reset

Shift Code

Select values v

Pay Code Description

REGULAR PAY

REGULAR PAY

VACATION

OVERTIME

REGULAR PAY

OVERTIME

REGULAR PAY

HOLIDAY

REGULAR PAY

HOLIDAY

Bookmarks ~ Share *

& Explore [ |~ of Y

ey

Select an element on the lel

start exploring this workbo

Click within the element you would like to export. In this example, our goal is to
export only the data contained within the "Pay Code Detail" table.

Pay Code Detail Dashboard

= + Pay Code Detail ~ Summary ~ Position ~ Location ~ Department ~ Division ~ Project ~ Reset
=]
Pay Date Rai j Client ID Client Status Pay Code Desc...
01/01/2025... X Select values v Select values ~
Location Department Project Shift Code
tvalues v Select values v Select values v Select values v
Ve do
Pay Code Detail

ClientID ~  ClientName 3]  EmployeelD v EmployeeName =] PayDate =|  PayCode i1  Pay Code Description

777700 KylesKitesLLC  U78043 BISHOP WILL 01/17/2025 REG REGULAR PAY

777700 KylesKites LLC ~ U78043 BISHOP WILL 01/17/2025 REG REGULAR PAY

777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/31/2025  VAC VACATION

777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/24/2025 /T OVERTIME

777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/24/2025  REG REGULAR PAY

777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/17/2025  O/T OVERTIME

777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/17/2025 REG REGULAR PAY

777700 KylesKitesLLC ~ U78043 Bishop Will 01/10/2025  HOLS HOLIDAY

777700 Kyle's Kites LLC ~ U78043 Bishop will 01/10/2025 REG REGULAR PAY

777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/03/2025 HOLS HOLIDAY

Bookmarks ~ Share *

& Explore [~ of Y&

31 Pay Date Range

Properties Format  Actions

Control type

(5 Daterange

SETTINGS ~ TARGETS(7)  SYN

Required (7
Control ID

New-Control



Within the upper right corner of the element, click on the three vertical dots icon
to expand the Action Bar.

Pay Code Detail Dashboard
= + PayCodeDetail ~ Summary - Position ~ Location ~ Department ~ Division v Project ~
2 oS 8 % QW oame e fx
Pay Date Range' Client ID Client Status Pay Code Desc...
(@) 01/01/2025... x Select values ~ Select values ~ Selectval... ~
Position Location Department Division Project Shift Code
Select values > Select values v Select values > Select values > Select values v
o q
Pay Code Detail
ClientiD ~  ClientName |  EmployeelD ~  EmployeeName <[ PayDate |  PayCode <1  PayCode Description ~
777700 KylesKitesLLC ~ U78043 BISHOP WILL 01/17/2025 REG REGULAR PAY
777700 KylesKites LLC ~ U78043 BISHOP WILL 01/17/2025 REG REGULAR PAY
777700 Kyle'sKitesLLC ~ U78043 Bishop Will 01/31/2025  VAC VACATION
777700 Kyles KitesLLC ~ U78043 Bishop Will 01/24/2025  O/T OVERTIME
777700 KylesKitesLLC ~ U78043 Bishop Will 01/24/2025 REG REGULAR PAY
777700 KylesKitesLLC ~ U78043 Bishop Will 01/17/2025  O/T OVERTIME
777700 KylesKitesLLC ~ U78043 Bishop Will 01/17/2025 REG REGULAR PAY
777700 KylesKitesLLC ~ U78043 Bishop Will 01/10/2025 HOLS HOLIDAY
777700 KylesKitesLLC ~ U78043 Bishop Will 01/10/2025 REG REGULAR PAY
777700 KylesKitesLLC ~ U78043 Bishop Will 01/03/2025  HOLS HOLIDAY
5  Hover over "Export"
Pay Code Detail Dashboard
= + PayCodeDetail ~ Summary ~ Position ~ Location ~ Department ~ Division ~ Project ~
S = 5§ % 8 001w fx
Pay Date Range” Client ID Client Status Pay Code Desc...
[ 01/01/2025... % Select values i Select values v Selectval... v
Position Location Department Division Project Shift Code
Select values v Select values v Select values v Select values > Select values v
o curl "T
Pay Code Detail N
ClientiD ~  ClientName |  EmployeelD ~  EmployeeName =] PayDate =| Payc Refresirdata csv
777700 Kyle'sKitesLLC ~ U78043 BISHOP WILL 01/17/2025 ReG Duplicate QD | Excel
777700 KylesKitesLLC ~ U78043 BISHOP WILL 0117/2025 REG Copy/Paste > JSON
777700 Kyles Kites LLC ~ U78043 Bishop Will 01/31/2026 vac Moveto > | PDF
777700 Kyles KitesLLC ~ U78043 Bishop Will 01/24/2025 ©O/T Elementsource > SEND
777700 Kyles KitesLLC ~ U78043 Bishop Will 01/24/2025 REG  Export formatting > Export.
777700 Kyles KitesLLC ~ U78043 Bishop Will 01/17/2025 O/T Delete element Ctrl Del
777700 KylesKitesLLC ~ U78043 Bishop Will 01/17/2025 REG REGULAR PAY
777700 KylesKitesLLC ~ U78043 Bishop Will 01/10/2025  HOLS HOLIDAY
777700 KylesKitesLLC ~ U78043 Bishop Will 01/10/2025 REG REGULAR PAY
777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/03/2025 HOLS HOLIDAY

WB

Bookmarks + Share ~
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Actions
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Exporting a Workbook Page/Tab from

®

Select the format in which you would like to export your data. In this example, we
chose the "Excel" format.

Fay Loue veldll vdsiipodia

Pay Code Detail ~ Summary ~ Position ~ Location ~ Department ~ Division ~ Project ~
8 % £ W oaav o x
Pay Date Range* Client ID Client Status Pay Code Desc...
01/01/2025... X Select values v Select values v Selectval.., »
Position Location Department Division Project
Select values . Select values 2 Select values = Select values 2 Select values
o
Pay Code Detail
Clientid ~  ClientName ]  EmployeelD +  EmployeeName =] PayDate =|  PayC
777700 Kyle's Kites LLC ~ U78043 BISHOP WILL 01/17/2025 REG
777700 Kyle's Kites LLC ~ U78043 BISHOP WILL 01/17/2025 REG
777700 Kyle's KitesLLC ~ U78043 Bishop Will 01/31/2025 VAC
777700 Kyle's Kites LLC ~ U78043 Bishop will 01/24/2025 O/T
777700 Kyle's KitesLLC ~ U78043 Bishop will 01/24/2025 REG
777700 Kyles KitesLLC ~ U78043 Bishop will 011772025 O/T
777700 Kyles Kites LLC  U78043 Bishop will 01/17/2025  REG
777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/10/2025 HOLS
777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/10/2025 REG
777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/03/2025 HOLS
777700 Kyle's Kites LLC ~ U78043 Bi-t 01/03/2025 REG
777700 Kyle's Kites LLC ~ F90438 Ci @ % E Eg 01/31/2025 PTO
= Data  Charts  Controls UL Layout

Your report will download automatically.

Shift Code

’ ?a~ Ifé <

Exit customization

Export >

Refresh data

Duplicate CerlD
Copy/Paste >

Move to >
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REGULAR PAY

HOLIDAY

REGULAR PAY

HOLIDAY
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DOOKMAIks ~ anare ~

& Explore [ ]~ of “Wsigma

Pay Code Detail

Properties  Format  Actions
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CS)
Ekeel
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Export...

ins Metrics

MN Q +

tio

t-1D displa
tName
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loyee Name

ray Vate
¢ Pay Code
Pay Code Description
3 Hours Worked (1)
Hours/Units (1)
Pay Amount (1)
¢ Pay Code Hours or Units

Client §

Position

¢ Location

Report Center

The "Exporting a Workbook Page from Report Center" option is recommended
when you have multiple pages/tabs of data contained within a Report Center
workbook and you would like to isolate and export the contents of one entire
page/tab from the workbook.
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Open any Report Center Workbook.

Pay Code Detall Dashboard

Pay CodeDetail ~ Summary ~ Position ~ Location ~ Department ~ Division ~ Project ~
Pay Date Range " nt 1D Client Status Pay Code Descril
01/01/2025-01/3... X Select values A4 Select values " Select values %
Position Location Department Division
Select values 2 Select values ] Select values v Select values

Pay Code Detail

ClientlD v  ClientName ]  Employeeld ~  Employee Name <]
777700 Kyle's Kites LLC  U78043 BISHOP WILL
777700 Kyle's Kites LLC ~ U78043 BISHOP WILL
777700 Kyle's Kites LLC ~ U78043 Bishop Will
777700 Kyle's Kites LLC ~ U78043 Bishop Will
777700 Kyle's Kites LLC u78043 Bishop Will
777700 Kyle's Kites LLC u78043 Bishop will
777700 KylesKitesLLC ~ U78043 Bishop Will
777700 Kyle's Kites LLC ~ U78043 Bishop Will
777700 Kyle's Kites LLC  U7B043 Bishop Will
777700 Kyle's Kites LLC ~ U78043 Bishop Will
777700 Kyle's Kites LLC  U78043 Bishop Will
777700 Kyle's Kites LLC  F90438 Carter Samantha
777700 Kyle's Kites LLC ~ F90438 Carter Samantha

PayDate 3|  PayCode 3]
01/17/2025  REG
01/17/2025  REG
01/31/2025  VAC

01/24/2025 o/T
01/24/2025 REG

01/17/2025 o

01/17/2025 REG
01/10/2025 HOLS
01/10/2025 REG
01/03/2025 HOLS
01/03/2025 REG
01/31/2025 PTO
01/31/2025 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 ~

Reset

Shift Code

Select values Vi

Hours Worked (1) ~ Hours/L

Apply page controls and/or make updates as you'd like within the workbook.

Pay Code Detail Dashboard

= + PayCodeDetail ~ Summary ~ Position ~ Location ~ Department ~ Division ~ Project ~
=
Pay Date Ran Client 1D Client Status Pay Code Desc...
01/01/2025 ... Select values i Select values ) Selectval... v
Position Location Department Division Project Shift Code
Select values v Select values v Select values ~ v Select values v Select values
Pay Code Detail

ClientID ~ Client Name =] EmployeelD ~ Employee Name =] Pay Date =| PayCode ]  Pay CodeDescription v
777700 Kyle's Kites LLC ~ U78043 BISHOP WILL 01/17/2025 REG REGULAR PAY
777700 Kyle's Kites LLC  U78043 BISHOP WILL 01/17/2025 REG REGULAR PAY
777700 Kyles Kites LLC ~ U78043 Bishop Will 01/31/2025  VAC VACATION
777700 Kyles Kites LLC ~ U78043 Bishop Will 01/24/2025  O/T OVERTIME
777700 KylesKitesLLC ~ U78043 Bishop Will 01/24/2025 REG REGULAR PAY
777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/17/2025  O/T OVERTIME
777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/17/2025 REG REGULAR PAY
777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/10/2025  HOLS HOLIDAY
777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/10/2025  REG REGULAR PAY
777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/03/2025 HOLS HOLIDAY

Bookmarks ~

Reset

Share ~

® Explore [ ]~ “Wsigm

W

Share *

& Explore []~ of ¢

M

Select an element on the lel
start exploring this workbo
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Pay Code DetaitDashboard

Click on the arrow next to the Page/Tab that you would like to export.

Bookmarks +

W

Share *

= + PayCodeDgtail © Shmmary ~ Position v Location ~ Department ~ Division ~ Project v Reset @) Explore []~ of Y=
o S % 0 09 @~ fx  |EMPLOYEE_PAYROLL _VOUCHERS_PAY_CODE/Pay Code Description] i ™ Pay Code Detail
P 5 < P ti Forr Actions
Pay Date Range Client ID Client Status Pay Code Desc... g hen
01/01/2025... * Select values > Select values X Selectval... v DATA SOURCE
I EMPLOYEE_PAYROLL...
Paosition Location Department Division Project
Selec > Select values o Select values > Select values v Select values - GROUPINGS
o a
o Columnst
Pay Code Detail
Columns Metri
~  ClientName 3|  EmployeelD ~  Employee Name =] PayDate 3|  PayCode <1  PayCode Description ~
Kyles KitesLLC ~ U78043 BISHOP WILL 01/17/2025  REG REGULAR PAY RODCOILE c
Kyle's KitesLLG  U78043 BISHOP WILL 01/17/2025  REG REGULAR PAY Client ID
Kyle's Kites LLC ~ U78043 Bishop Will 01/31/2025 VAC VACATION . o
it Client Name
Kyles KitesLLC ~ U78043 Bishop Will 01/24/2025 O/T OVERTIME Employee 1D
Kyle's Kites LLC ~ U78043 Bishop will 01/24/2025  REG REGULAR PAY Employee Name
1| PayDate
Kyle'sKitesLLC ~ U78043 Bishop will 01/17/2025  O/T OVERTIME
Pay Code
Kyles KitesLLC ~ U78043 Bishop Will 01/17/2025  REG REGULAR PAY st Pay Code Description
Kyles KitesLLC ~ U78043 Bishop Will 01/10/2025  HOLS HOLIDAY Houms Worked (1)
Hours/Units (1)
Kyle's KitesLLC ~ U78043 Bishop Will 01/10/2025  REG REGULAR PAY
21 Pay Amount (1)
KylesKitesLLC ~ U78043 Bishop Will 01/03/2025  HOLS HOLIDAY sc Pav Code Hours ar Unite
8 " n
11  Click "Export...
W
Pay Code Detail Dashboard Bookmarks ~  Share
= + PayCodeDetail ~ Summary ~ Position v~ Location ~ Department ~ Division ~ Project v Reset @) Explore [:] v off e
Delete
=1 Pay Code Detail
Rename
" Settings  Actions
Pay Date Rang: Change color > Client Status Pay Code Desc... shi .
01/01/202 Duplicate ralues v Select values v Selectval... v There Prism UEX
" Add new page . . =
Position Department Division Project Shift Code Workbook settings
f26py page
Select values ralues v Select values ~ v Select values v Select values
Export...
Pay Code Detail
)« ClientName 3]  EmployeelD v  EmployeeName :] PayDate 3|  PayCode <]  PayCode Description v
KylesKitesLLC ~ U78043 BISHOP WILL 01/17/2025  REG REGULAR PAY
Kyle's KitesLLC ~ U78043 BISHOP WILL 01/17/2025 REG REGULAR PAY
Kyle's Kites LLC ~ U78043 Bishop Will 01/31/2025  VAC VACATION
Kyles Kites LLC ~ U78043 Bishop Will 01/24/2025 O/T OVERTIME
Kyles KitesLLC ~ U78043 Bishop Will 01/24/2025  REG REGULAR PAY
Kyle's KitesLLC ~ U78043 Bishop Will 01/17/2025 O/T OVERTIME
Kyle's Kites LLC ~ U78043 Bishop Will 01/17/2025  REG REGULAR PAY
Kyle's KitesLLC ~ U78043 Bishop Will 01/10/2025  HOLS HOLIDAY
KylesKitesLLC ~ U78043 Bishop Will 01/10/2025  REG REGULAR PAY
Kyle's KitesLLC ~ U78043 Bishop Will 01/03/2025  HOLS HOLIDAY




12  within the "Export" popup, select the "PDF" menu to view available export options.

WB

Pay Code Detail Dashboard Bookmarks *  Share ¥

Export

Direct download

Attachments

Pay Code Detail

Cancel Expnrl

13 Inthis example, we are exporting the page of data in an Excel file.

WB

Pay Code Detail Dashboard Bookmarks *  Share ~

Export

Direct download

Attachments

Pay Code Detail - |‘ Portrait v Letter ~

PNG



14  Click "Export"

Export

Direct download
Attachments
Pay Code Detail

More options

(] Include metadata

15  Your report will download automatically.

Exporting an Entire Workbook from Report Center

@ The "Exporting an Entire Workbook from Report Center" option is recommended
when you have multiple pages/tabs of data contained within a Report Center
workbook and you would like to export the contents of all pages/tabs from the
workbook.



16  Open any Report Center Workbook.

Pay Code Detall Dashboard

Pay CodeDetail ~ Summary ~ Position ~ Location ~ Department ~ Division ~ Project ~
Pay Date Range " nt 1D Client Status Pay Code Descril
01/01/2025-01/3... X Select values A4 Select values " Select values %
Position Location Department Division
Select values 2 Select values ] Select values v Select values

Pay Code Detail

ClientlD v  ClientName ]  Employeeld ~  Employee Name <]
777700 Kyle's Kites LLC  U78043 BISHOP WILL
777700 Kyle's Kites LLC ~ U78043 BISHOP WILL
777700 Kyle's Kites LLC ~ U78043 Bishop Will
777700 Kyle's Kites LLC ~ U78043 Bishop Will
777700 Kyle's Kites LLC u78043 Bishop Will
777700 Kyle's Kites LLC u78043 Bishop will
777700 KylesKitesLLC ~ U78043 Bishop Will
777700 Kyle's Kites LLC ~ U78043 Bishop Will
777700 Kyle's Kites LLC  U7B043 Bishop Will
777700 Kyle's Kites LLC ~ U78043 Bishop Will
777700 Kyle's Kites LLC  U78043 Bishop Will
777700 Kyle's Kites LLC  F90438 Carter Samantha
777700 Kyle's Kites LLC ~ F90438 Carter Samantha

Pay Date =|
01/17/2025  REG
01/17/2025  REG
01/31/2025  VAC
01/24/2025  O/T
01/24/2025  REG
01/17/2025  O/T
01/17/2025  REG
01/10/2025
01/10/2025  REG
01/03/2025
01/03/2025  REG
01/31/2025

PTO

01/31/2025 REG

Pay Code =

HOLS

HOLS

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 ~

Reset

Shift Code

Select values Vi

Hours Worked (1) ~ Hours/L

17  Apply page controls and/or make updates as you'd like within the workbook.

Pay Code Detail Dashboard

= + PayCodeDetail ~ Summary ~ Position ~ Location ~ Department ~ Division ~ Project ~
=
Pay Date Ran Client 1D Client Status Pay Code Desc...
01/01/2025 ... Select values i Select values ) Selectval... v
Position Location Department Division Project Shift Code
Select values v Select values v Select values ~ v Select values v Select values
Pay Code Detail

ClientID ~ Client Name =] EmployeelD ~ Employee Name =] Pay Date =| PayCode ]  Pay CodeDescription v
777700 Kyle's Kites LLC ~ U78043 BISHOP WILL 01/17/2025 REG REGULAR PAY
777700 Kyle's Kites LLC  U78043 BISHOP WILL 01/17/2025 REG REGULAR PAY
777700 Kyles Kites LLC ~ U78043 Bishop Will 01/31/2025  VAC VACATION
777700 Kyles Kites LLC ~ U78043 Bishop Will 01/24/2025  O/T OVERTIME
777700 KylesKitesLLC ~ U78043 Bishop Will 01/24/2025 REG REGULAR PAY
777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/17/2025  O/T OVERTIME
777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/17/2025 REG REGULAR PAY
777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/10/2025  HOLS HOLIDAY
777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/10/2025  REG REGULAR PAY
777700 Kyle's Kites LLC ~ U78043 Bishop Will 01/03/2025 HOLS HOLIDAY

Bookmarks ~

Reset

Share ~

® Explore [ ]~ “Wsigm

W

Share *

& Explore []~ of ¢

M

Select an element on the lel
start exploring this workbo
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Pay Code DetaitDashboard

Click on the arrow next to the Page/Tab that you would like to export.

W

Bookmarks + Share *

= + PayCodeDgtail © Shmmary ~ Position v Location ~ Department ~ Division ~ Project v Reset @) Explore []~ of Y=
o § % 0 09 13w - f [EMPLOYEE_PAYROLL_VOUCHERS_PAY_CODE/Pay Code Description] i ™ Pay Code Detail
P 5 < P ti Forr Actions
Pay Date Range Client ID Client Status Pay Code Desc... g hen
01/01/2025... * Select values > Select values X Selectval... v DATA SOURCE
I EMPLOYEE_PAYROLL...
Paosition Location Department Division Project
Selec > Select values o Select values > Select values v Select values - GROUPINGS
o a
o Columnst
Pay Code Detail
Columns Metri
~  ClientName 3|  EmployeelD ~  Employee Name =] PayDate 3|  PayCode <1  PayCode Description ~
Kyles KitesLLC ~ U78043 BISHOP WILL 01/17/2025  REG REGULAR PAY RODCOILE c
Kyle's KitesLLG  U78043 BISHOP WILL 01/17/2025  REG REGULAR PAY Client ID
Kyle's Kites LLC ~ U78043 Bishop Will 01/31/2025 VAC VACATION . o
it Client Name
Kyles KitesLLC ~ U78043 Bishop Will 01/24/2025 O/T OVERTIME Employee 1D
Kyle's Kites LLC ~ U78043 Bishop will 01/24/2025  REG REGULAR PAY Employee Name
1| PayDate
Kyle'sKitesLLC ~ U78043 Bishop will 01/17/2025  O/T OVERTIME
Pay Code
Kyles KitesLLC ~ U78043 Bishop Will 01/17/2025  REG REGULAR PAY st Pay Code Description
Kyles KitesLLC ~ U78043 Bishop Will 01/10/2025  HOLS HOLIDAY Houms Worked (1)
Hours/Units (1)
Kyle's KitesLLC ~ U78043 Bishop Will 01/10/2025  REG REGULAR PAY
21 Pay Amount (1)
KylesKitesLLC ~ U78043 Bishop Will 01/03/2025  HOLS HOLIDAY sc Pav Code Hours ar Unite
8 " n
19 Click "Export...
W
Pay Code Detail Dashboard Bookmarks ~  Share
= + PayCodeDetail ~ Summary ~ Position v~ Location ~ Department ~ Division ~ Project v Reset @) Explore [:] v off e
Delete
=1 Pay Code Detail
Rename
" Settings  Actions
Pay Date Rang: Change color > Client Status Pay Code Desc... shi .
01/01/202 Duplicate ralues v Select values v Selectval... v There Prism UEX
" Add new page . . =
Position Department Division Project Shift Code Workbook settings
f26py page
Select values ralues v Select values ~ v Select values v Select values
Export...
Pay Code Detail
)« ClientName 3]  EmployeelD v  EmployeeName :] PayDate 3|  PayCode <]  PayCode Description v
KylesKitesLLC ~ U78043 BISHOP WILL 01/17/2025  REG REGULAR PAY
Kyle's KitesLLC ~ U78043 BISHOP WILL 01/17/2025 REG REGULAR PAY
Kyle's Kites LLC ~ U78043 Bishop Will 01/31/2025  VAC VACATION
Kyles Kites LLC ~ U78043 Bishop Will 01/24/2025 O/T OVERTIME
Kyles KitesLLC ~ U78043 Bishop Will 01/24/2025  REG REGULAR PAY
Kyle's KitesLLC ~ U78043 Bishop Will 01/17/2025 O/T OVERTIME
Kyle's Kites LLC ~ U78043 Bishop Will 01/17/2025  REG REGULAR PAY
Kyle's KitesLLC ~ U78043 Bishop Will 01/10/2025  HOLS HOLIDAY
KylesKitesLLC ~ U78043 Bishop Will 01/10/2025  REG REGULAR PAY
Kyle's KitesLLC ~ U78043 Bishop Will 01/03/2025  HOLS HOLIDAY
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20 Within the "Export" popup, the page/tab that you selected will pre-populate as the
default selection. By clicking on the name of the page/tab, a dropdown menu will
display.

Pay Code Detall Dashboard Bookmarks *  Share *

Export

Direct download

Attachmen
Pay Cade PDF ~ Portrait

21 Change the selection to "Entire workbook"

BN P2y Code Detail Dashboard Eodimeneis) LSy

Export

Direct download

Attachments

I Pay Code Detail o PDF ~ Portrait =

Summary
Position
Location
Department
Division

Project




22 Click on the "PDF" dropdown to view available export options.

WB

Pay Code Detail Dashboard Bookmarks *  Share ¥

Export

Direct download

Attachments

Entire workbook

Cancel Expnrl

23 Inthis example, we are exporting the page of data in an Excel file.

wB

Pay Code Detail Dashboard Bookmarks *  Share ¥

Export

Direct download

Attachments

Entire workbook & . Portrait = Letter ~
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24  Click "Export"

Export

Direct download
Attachments
Entire workbook

More options
[) Repeat header labels @ () Include metadata

25  Your report will download automatically.
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