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General Information 
Date Lookups 
For any field that requires a date be entered, you can either type the date manually (remember 

to use the date format set in Windows e.g. mm/dd/yyyy), or you can use the date icon ( ) to 
select a date from the pop-up.  
 
Navigation can be done by clicking on the Month and Year.  Once the Month and Year are 
selected, click on the day of the month that’s needed.  The right or left arrow keys will increase 
or decrease the month.  The up or down arrow keys will increase or decrease the year. 
 

 
 
 

                    
 
Drop Down Lists 
Click on the drop down arrow and select one of the values listed.  Only one value may be 
selected at a time. 

 
 
Employee Lookups 
Any field that requires an employee number to be entered will be identified using the people 

icon ( ).  A single-click on this icon will bring up a list of employees.  Select the employee or 
employees you want included in the report. 
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Table Lookups 
Anywhere you see a magnify glass ( ), there is a coding table where the codes are stored for 
that field.  All Table Lookups have the same basic functions. 

 
 

 To create a new code select New 
 Enter in the Code and the Description 
 Select OK 

 
Note: A search can be made for any code by either typing in the code or description then 
selecting Find.  When a code and description shows in red it has been made inactive; the 
code cannot be used, but the code has been used in the past and the history is maintained 
in the data base. 
 

Buttons 
Button Purpose 
Select  Once a code is highlighted, either double-click 

the line or single-click the line and click on the 
Select button. 

Close Closes the coding table. 
Edit To edit a description of a code; the code itself 

cannot be changed. 
OK  When an edit is made select OK to save the 

changes. 
Cancel Will stop any actions taken. 
New  To enter a new code. 
Delete To delete a code. 
Print Will print a list of all codes displayed in the 

table. 
 
If the Selection Criteria field is longer, e.g. Division, more than one code can be selected by 
pressing the CTRL or SHIFT key.  If the Selection Criteria field is shorter, e.g. Location, only 
one code can be selected. 
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Menu Structure 
The info:HR Reports menu is categorized by function.  The menu item structure is similar to that 
of the Employee menu item structure.  The major items include: 
 

 
 
Menu Item Purpose 
Attendance and Entitlements  Section contains reports related to an 

employee’s attendance or entitlements 
including future-dated vacation entitlements. 

Employee Information Section contains reports related to an 
employee but is not salary specific. 

Counseling Contains a report with the ability to ask for 
specifics related to counseling or disciplinary 
action related to an employee. 

Education/Skills Section contains reports related to courses an 
employee has taken or the level of education 
or skills they have. 

Follow Ups Contain a report with the ability to ask for 
specific follow-ups, future dated or past due, 
completed or incomplete. 

Health and Safety Section contains reports related to specific 
incidents, location of injuries, or days of the 
week. 

Position/Skills/Evaluation Contains a report related to position 
information, not linked to employees. 

Seniority Contains a report with the ability to ask for a 
seniority list based upon various different 
dates. 

Setup Contains reports related to custom reports, 
security master templates and table master 
specifics. 

Terminations Contains a report with the ability to get details 
on employee terminations. 

Work History/Compensation Contains reports related to position and salary 
data. 

Statistics Contains reports related to various stats 
captured in the system. 
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Selection Criteria 
The Selection Criteria provides the opportunity to filter the information you wish to show on the 
report.  For example, you may wish to run a report for a specific employee, or for all the 
employees in a specific department, or for activities that have occurred or will occur in a 
specified time period.  By specifying those values in the Selection Criteria, a report will be 
generated excluding all other conditions. 
 
Multiple parameters can be entered in the Selection Criteria.  For example, you may wish to run 
a report for all FT (full time) employees in a specific Union with activities occurring in the next 3 
months.  The three parameters would need to be entered in the Selection Criteria. 
 
To look up a table value, double-click in the box where the data would be entered or single-click 
on the magnify glass ( ) located to the left of the data entry box. 
 
On lookups where a long line appears, double-click on the icon and hold down the “Ctrl” key to 
select multiple entries, e.g., Employee Number lookup.  Once you have selected all the entries, 
click on the Select button to insert the highlighted items into the selection criteria.  Another 
method of selecting multiple employees is to just type in their employee number.  Use a comma 
to delimit between employees. 
 
Finally, some reports can be generated in either Detail or Summary format. 
 
Example of Selection Criteria 
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Groupings 
The Report Grouping options allow you to sort the information selected on the report. 
 
Report Grouping   Report Group Drop down 

     
 
Grouping #1 is the major sort criteria.  Grouping #1 controls totalling, page breaks, and 
headings.  For example, if a report’s Grouping #1 is Department, and you have asked for the 
report to be generated for every Department by leaving the Department option blank, the 
information will be totalled for each Department and the printer will begin a new page for each 
Department with a heading.  If Grouping #1 is (none) or blank, then page breaks will occur only 
as they happen naturally.  If Grouping #1 is (none), then many reports will begin with the first 
employee in alphabetical order and print the report for all employees selected. 
 
All other Groupings are secondary sorts.  From the example screen in the Selection Criteria 
section above, if the Grouping #1 is Employee Name, Grouping #2 is Attendance Code, and 
Grouping #3 is (none), then the report would be printed by employee name in alphabetical 
order, and within each employee by attendance reason in alphabetical order, and within each 
attendance reason by descending Attendance Date. Page breaks (other than natural ones) 
would occur by employee so that you could give each employee their own report. 
 
With some exceptions, the Final Sort is determined by info:HR. 
 



info:HR Reports User Manual 
 

Version Effective: 8.2 Page 9 
 

Attendance and Entitlements 
The reports in this section produce information stored in the Attendance and Entitlements 
section of info:HR including, if purchased, the ESS and Timesheet Modules.   
 
Below are the reports included in this section: 
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Accrual 
The purpose of this report is to help the user determine how an entitlement balance was 
calculated.  Entitlements can be affected by the following types of transactions: 

1. Manual changes completed by the user 
2. Mass updates 
3. Rollover 
4. Zero Out 

The report affects “Vacation”, “Sick Time” and “Hourly Entitlement” changes and shows the 
entitlement balance before and after the update.  The reason, date and who did the update is 
also printed. 
 
Screen Layout 

 
 The Date Range checks the Transaction Date and not the date that the user physically 

made the change.  Sometimes, the dates are the same.  A situation where the dates can 
be different is during the mass update of Vacation, Sick Time or Hourly Entitlement.  In 
this case, the Transaction Date equals the Effective Date on the mass update screen. 

Sample Report – Accrual Report in Hours 
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Attendance 
This report is used to track current attendance or absenteeism in a number of ways.  Attendance 
records that have been archived do not show on this report.  If you need to see both archived 
and current attendance records, use the Attendance History Report. 
 
Screen Layout 

 
 
With this report, users can answer some of the following questions: 

 Monday/Friday absenteeism occurrences. 
o In the selection criteria enter 2 and 6 as the Day of Week options. 

 For users who track both absenteeism and attendance, use the Absent box to print an 
Attendance Report for Reason Codes that you have identified as Absent Codes.  If you 
use this option and you want ALL absent codes, you do not need to enter any Reason 
Codes in the selection criteria.  Prior to using this, you must identify which Attendance 
Codes are absent.  This can be done via the Attendance Code Lookup.  Put a check 
against each code considered ‘absent’. 

 Use the Show Comments box if you want the report to print Attendance comments. 
 The Hours selection criteria provides the users the ability to show only employees 

whose hours are equal to or exceeding the value entered in the selection criteria.  
o For example, you can enter a Reason Code of SICK and hours of 24.  The report 

will only print employees with 24 or more hours of SICK. 
 The Type of Report allows the user to print either a detailed or summary report.  The 

summary report prints only totals per Reason Code.  
o Detailed reports show every attendance record. 
o Summarized reports show one line per reason code. 

 The Employee Totals Only when checked sums all the attendance records and displays 
one line per employee.  No reason breakdown is shown. 
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Sample Report – Detailed Attendance Report 

 

 
Sample Report – Summary Attendance Report 

 
 
Sample Report – Totals Only Report  
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Attendance Audit Master 
This report is used to determine the origin of attendance records, e.g. what changes were 
made to attendance records, when they were changed and who made the changes. 
 

 
 
With this report users can determine which module generated an attendance record.  It will 
display who generated or changed a record and what date and time the record was created or 
changed. 
 
Sample Report – Attendance Audit Report 

 



info:HR Reports User Manual 
 

Version Effective: 8.2 Page 14 
 

Attendance Bonus Points 
Some Attendance Management programs evaluate different types of absenteeism by assigning 
Point values to those different types.  An accumulation of point values over a period of time may 
result in recognition awards for attendance and/or may be part of the disciplinary process for 
absenteeism. 
 
Point Setup 

1. Assign Point values to Attendance Reason codes.  Point values can be positive (+) or 
negative (-). 

2. Create an Attendance record for each employee that will record the employee’s “as at” 
total point value. 

3. If the “as at” total point value is prior to the date for which there are Attendance 
records in the system, then run the Point Tool. 

4. Enter Attendance records as usual. 
5. Run the Attendance Bonus Points report(s) as required. 

Screen Layout 
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Sample Report – Attendance Bonus Points Detailed 

 
 
Sample Report – Attendance Bonus Points Summary 

 
 
Sample Report – Attendance Bonus Points Total Points 
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Attendance Calendar 
The purpose of this report is to give a visual display of the employees’ Attendance records. 
 
Screen Layout 

 
 This report can be run for all attendance codes by leaving the Reason field blank.  To 

view absent codes only, check the Absent box. 
 This report can be displayed in Crystal Report or Excel format by selecting from Type of 

Report. 
 Select how you would like the report to display (Annual, Month, Weekly or Rolling) and 

enter the applicable date information in which the attendance records fall under. 

Sample Report – Attendance Calendar Annual 
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Sample Report – Attendance Calendar Monthly 

 
Sample Report – Attendance Calendar Weekly 

 
Sample Report – Attendance Calendar Rolling 
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Attendance History 
The purpose of this report is to help the user view attendance history details for all employees. 
This report looks at data captured in the Attendance History.  Depending on the selection 
criteria you may choose to include current Attendance in the report. 
 
Screen Layout 

 
 
This report shares the same Selection Criteria as the Attendance Report except that it includes 
both non-archived and archived records.  
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Sample Report – Attendance Detailed 

 
 
Sample Report – Attendance Summary 
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Compensatory Time 
The purpose of this report is to list all compensatory time earned and taken for employees. 
Compensatory Time is the time taken off in lieu of being paid overtime.  Overtime hours are 
recorded in the Attendance function for all Attendance Reason Codes that begin with “OT”. 
Hours taken off in lieu of being paid overtime are recorded using Attendance Reason Codes 
beginning with “CT”. 
 
This report calculates and displays the balance, i.e., compensatory time outstanding for each 
employee or group of employees selected.  The balance is calculated by subtracting the number 
of CT hours from the number of OT hours for the From/To Date range entered on the 
Compensatory Time Report Selection Criteria grid. 
 
Choose the Detail option to have the system displays the dates on which the OT and CT were 
taken for each employee or group of employees.  The Summary displays a one-line summation 
of OT, CT, and Balance for each employee or group of employees selected. 
 
Screen Layout 

 
 Type of Report – A Detailed report will list each day of the week the attendance code 

was used.  A Summary report will tally up the hours and give the total value. 
 If checked, Include Attendance History will show attendance details from both the 

current attendance and attendance history screens. 
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Sample Report – Compensatory Time Detailed 

 
 
Sample Report – Compensatory Time Summary 
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Costed Attendance 
This is used to view an attendance/absenteeism report for the current year and includes labour 
costs.  So, for example, you can generate a report that tells you what sick time costs are in terms 
of lost working hours. 
 
The costing formula is:  Attendance Hours multiplied by Employee’s Per Hour Salary.  If the 
employee is not paid on an hourly basis the report calculates the effective hourly rate using the 
salary. 
 
The Selection Criteria and Report Groupings option are the same as that of the Attendance 
Master and Attendance History Reports. 
 
Screen Layout 

 
 The Day of the Week allows you to use the legend in the top right hand corner to view 

specific days that attendance codes have been used.  For example, If you want to know 
who is sick on Monday and Fridays, you will enter 2 and 6 in Day of the Week. 

 Type of Report – A Detailed report will list each day of the week the attendance code 
was used.  A Summary report will tally up the hours and give the total value. 

 Cost at Historical Rates defaults to being checked off.  If checked, the system will look at 
the rate of pay when the attendance data was entered, not the current rate of pay. 
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Sample Report –Costed Attendance Detailed 

 

 
Sample Report – Costed Attendance Summary 
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Sample Report – Employee Totals Only 
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Emergency Leave 
This report displays the Emergency Leave taken for each of the selected employees and shows 
the balance of Emergency Leave.  The user must enter the Emergency Leave (in days).  The 
employees’ outstanding balances will be calculated by subtracting their leave taken from this 
amount.  If an employee does not have hours per day set up for their current position, they will 
be excluded on this report. 
 
Screen Layout 

 
 Type of Report – A Detailed report will list each day of the week the attendance code 

was used.  A Summary report will tally up the hours and give the total value. 
 If checked, Include Attendance History will show attendance details in the current 

attendance screen and attendance history. 

Sample Report – Emergency Leave Report Detailed 

 
 
Sample Report – Emergency Leave Summary 
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Entitlements 
When this report is generated, the system subtracts the time recorded in Attendance from the 
earned entitlements and displays the amounts outstanding for the From and To Dates. 
 
Screen Layout 

 
 This report can Display Entitlements in Hours or Days by using the drop down. 
 Show Hourly Entitlements will include any hourly entitlements that are set up for 

employees. 
 Show Compensatory Time will include the earned, taken and outstanding balance of 

comp time. 
 Show Attendance Detail will list days taken for each of the entitlements. 
 Show Entitlement Cost Only gives the extended cost associated with the entitlement 

based on the employee’s current rate of pay. 
 Show Calculated is used if entitlements are given on a monthly basis.  This will give the 

value of the entire year’s entitlement. 

Sample Report – Hourly Entitlements with Compensatory Time 

 



info:HR Reports User Manual 
 

Version Effective: 8.2 Page 27 
 

ESS Requests – Transaction Audit 
This report is used to view all ESS requests that have been created for Vacation or Time Off.  
When an employee makes a Vacation or Time Off request the system assigns a request ID and 
the request will be logged in the system.  Your organization must be using the ESS module to 
produce this report. 
 
Screen Layout 

 
 This report will display transactions by either Vacation Request Date or by Transaction 

Date.  Use the appropriate date range to view requests. 
 Show Vacation Requests will show Vacation Requests only. 
 Show Time Off Request will show Time Off Requests only. 
 Check both if you would like to see both Vacation and Time Off Requests on the same 

report. 
 Transaction Types allows the user to select the transaction types desired. 

Sample Report – ESS Transactions Vacation and Time Off Requests 
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Future Entitlements 
The purpose of this report is to show the projected amount of vacation, sick and hourly 
entitlements for a given time frame for any year in the future. This report is displayed in Excel. 
 
Screen Layout 

 
 This report can Display Entitlements in Hours or Days by using the drop down. 
 A Future Entitlement Date range must be entered, e.g. January 1-December 31, 2014. 
 An Effective Date must be entered.  This is the date you want to base the future 

entitlement calculation on.  For example, as of January 1, 2014 you want to know what 
your employee’s entitlements will be.   

 Show Vacation Time will display the vacation entitlement. 
 Show Sick Time will display the sick entitlement. 
 Show Hourly Entitlement will display all hourly entitlements. 

 
Sample Report – Future Entitlements Showing Vacation, Sick and Hourly Entitlements 
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Hourly Entitlements 
The purpose of this report to view hourly entitlement details for employees.  Hourly 
Entitlements are time off entitlements other than Vacation and Sick, such as Float Days. 
 
Screen Layout 

 
 This report can Display Entitlements in Hours or Days by using the drop down. 
 Specific hourly entitlement codes can be selected, if left blank all will appear on the 

report. 
 Show Attendance Detail will list days taken for each entitlements. 

 
Sample Report – Hourly Entitlements 
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Overtime Bank 
The purpose of this report is to help the user view a summary of the Overtime Bank.  This report 
will show any carry over from last year, what has been earned to date, what has been taken, an 
outstanding balance, and the maximum hours that can be banked.   
 
Screen Layout 

 
 

 This report can Display Entitlements in Hours or Days by using the drop down. 
 Type of Report – A Detailed report will list each day of the week the attendance code 

was used.  A Summary report will tally up the hours and give the total value. 
 If Hours Exceeded is checked, the report will show only employees who have exceeded 

the maximum allotment of banked hours. 
 A Sub Heading to Report may be entered if you would like to have a secondary title on 

the report. 

Sample Report – Summary Overtime Bank 
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Overtime Bank Lost Hours 
The purpose of this report is to view the hours of overtime which were worked by an employee 
that exceeds the maximum Overtime Bank. The Overtime Bank must be set up to produce this 
report. 
 
Screen Layout 

 
 

 As of Date allows you to enter a date up to which you would like to view the lost hours. 
 Lost Hours Exceeded provides the ability to view hours in excess of the value entered. 

o Example: if you would like to see how many employees lost more than 5 hours 
you would enter 5 in this field and only those employees with more than 5 lost 
hours will be reported. 

 
Sample Report – Lost Hours Report 
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Timesheet 
The purpose of this report is to view the hours entered on a Timesheet for a given pay period.  
 
Screen Layout 

 
 

 Pay Period # allows you to select a pay period to be viewed. 

 
Sample Report 
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Timesheet Status 
The purpose or this report is to view the status of Timesheets in the system.  Depending on the 
selection criteria, the user will be able to view all Timesheets statuses or only the statuses 
selected.  Your organization must have the Timesheets Module to produce this report. 
 
Screen Layout 

 
 A From and To pay period must be entered.  The lookup can be used to select pay 

periods. 
 By default all Timesheet Statuses are checked.  To view specific statuses ensure only 

those are checked.  
o Example:  If you would like to see all Timesheet Statuses except Approved 

uncheck Show Timesheet Approved.  The report will not display the Approved 
Timesheets. 

Sample Report – All Status Timesheet Status Report  
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Work Schedule 
The purpose of this report is to view the details of work schedules for all employees who have a 
work schedule created in the system.  Work Schedule must be set up to produce this report. 
 
Screen Layout 

 
 

 A From and To date can be entered to display work schedules within a specific date 
range. 

Sample Report  
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Employee Information 
This section of the reports menu is designed to produce reports based on information stored in 
the Employee Basic Information section of info:HR.   Below are the reports included in this 
section: 

 
 
Birthday/Age 
The purpose of this report is to provide the user with birthdays of employees by month, year or 
age. 
 
Screen Layout 

 
 This report can be run specifically for male or female by selecting the Gender box. 
 This report can be run for a specific Year or Month of birth. 
 Suppress Year of Birth and Age will only display the month and day of the birth date. 
 To run the report asking for a specific age range, enter the Age From and To. 
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Sample Report – Birthday Report Showing Age 

 
 
Sample Report – Birthday Report Supressing Age 
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Dependents 
The purpose of this report is to display all dependents for each employee.  To produce this 
report Dependants must be entered for employees. 
 
Screen Layout 

 
 Dependent Status allows the user to select a specific status; if left blank, all dependent 

statuses will display. 
 Dependent Age Range allows the user to specify a specific age range. 
 Show All Employees will print a list of all employees within the selection criteria 

regardless whether they have dependents or not. 

 
Sample Report 

 
 



info:HR Reports User Manual 
 

Version Effective: 8.2 Page 38 
 

Email Address 
The purpose of this report is to list the email address captured on the Status and Dates screen 
for each employee.  
 
Screen Layout 

 
 Show All Employees will print a list of all employees within the selection criteria regardless 

whether they have an email address entered or not. 

Sample Report – Email List Showing Only Employees with Email Addresses 

 
Sample Report – Email List Showing All Employees 
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Emergency Contacts 
The purpose of this report is to list the emergency contacts for each employee.  To produce this 
report Emergency Contacts must be entered for employees. 
 
Screen Layout 

 
 Primary Relationship – This drop down is used if the user only wants a specific 

relationship of the primary contact to be displayed.  For example, only show those 
employees that have their mother as their primary contact. 

 Secondary Relationship - This drop down is used if the user only wants a specific 
relationship of the secondary contact to be displayed.  For example, only show those 
employees that have their aunt as their secondary contact. 

 Print Health Card Info. – If this box is checked, health card info will also appear on the 
report. 

 Print Doctors Information Only – If this box is checked, the report will only display 
doctors contact info, not primary or secondary contact details. 

Sample Report 
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Sample Report – Print Health Card Info. 

 
 
Sample Report – Print Doctors Information Only 
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Employee/Comments 
This report is a one page “fact-sheet” for the employee’s file.  The report details: 

 Basic Employee Information 
 Employment Information 
 Entitlement Information 
 Banking Data 
 Emergency Contact Data 
 Comments 

 
 To view Employee Comments on the report select Yes from the drop down.  If you 

would like to view only the comments select Only. 
 Effective Date Range refers to comments.  If a date range is entered, Comments falling 

within the date range will be printed. 

Sample Report - No Employee Comments (Page 1) 
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Sample Report – With Comments (Page 1 same as above, Page 2) 

 
 
Sample Report – Comments Only 
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Employee Dates 
This report is used to view dates stored on the Status/Dates screen for selected employees. 

 
 
This is an Excel-based report that shows all employment dates for the selected criteria. 


 This area selects what type of “Dates” should appear on the report.  One or more 
options can be selected. 

 If these boxes are checked, the Excel report will print ALL dates associated with the 
category of dates requested above regardless of whether or not there is any data 
entered into those date fields.  For most situations, these boxes would not be checked.  

 
Sample Report – Employment Dates 

 
 
Sample Report – Pension Dates 
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Sample Report – Other Dates 
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Employee Flags 
The purpose of this report is to list the details of each employee flag. 
 
Screen Layout 

 
 

 The default setting for this report is to show the details for all flags. 
 If the user only wishes to view some flags, but not all, select the desired flags in the 

Employee Flag drop down using the Crtl key. 
 

Check Boxes 
 “Show All Employee Flags” will print all employee flags setup for the group of 

employees selected. Some employees within the group may not have flag values but 
they will still show on the report. 

 “Hide Employee Flags with no values” only flags that have values assigned will print. 
 

Sample Report – All Employee Flags  
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General Ledger Distribution 
The purpose of this report is to list those employees that have their salary assigned to various 
G/L accounts. 
 
Screen Layout 

 
 
Sample Report  
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Employee Labels 
The purpose of this report is to automate the printing process of Avery labels.   
 
Screen Layout 

 
Note:  Labels meet Canada Post guidelines dated March 8, 2012. 
 

 Print Name only – will only print the employee’s name on the label. 
 Pension Date – will print the name and address of employees that have a pension date 

which is entered on their status and dates screen. 
 Print Name and Location – will only print the employee’s name and their location which 

is specified on their demographics screen. 
 Print Name with Salutation – will print the employee’s name and address, and also 

includes their salutation. 
 Terminated Employees – will print a name and address of all employees who are 

terminated. 
 The option for two types of Avery Labels is available; select the appropriate one. 

Sample Report – Address Labels Using Avery#5161 
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Employee Turnover 
The purpose of this report is to give the user a detailed list of new hires, terminations, and a 
turnover ratio for a selected year or date range. 
 
Screen Layout 

 
 The user must enter the Year for which they want the turnover details. 
 A From and To date must be entered.  This could be for the full year, or part thereof. 
 The default setting of this report is to display the details sorted by division and then 

department; no employee names are included. 
 Show Employee List will display the names associated with the terminations. 

Sample Report - Employee Turn Over 

 
Sample Report – Showing Employee List 
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Employee Profile 
The purpose of this report is to summarize the employee data and put it in report format.  This 
report includes information from: 

 Employee Demographics 
 Status and Dates 
 Emergency Contacts 
 Banking Information 
 Dependents 
 Current Position information 
 Position/Salary/Performance History 
 Languages spoken and written 
 Skills 
 Other Earnings/Dollar Entitlements 
 Formal Education 
 Courses/Seminars taken 
 Associations 
 Benefits/Beneficiary 
 Vacation/Sick/Comp Time/Hourly Entitlement information 
 Employee History details 
 Leave of Absence history 

Screen Layout 

 
 The default setting of this report is to only show active employees; to see terminated 

employees as well, check Include Terminated Employees. 
 By default, all items are selected.  To hide an employee category of information, 

uncheck the box associated with the category.  
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Sample Report – (Page 1 of 4) 

 
 

 Page samples 2 to 4 are not part of the documentation. 
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Employee/Position 
The purpose of this report is to give a list of all employees and their current position titles. Using 
the selection criteria, this report can be used to answer many personnel-related questions. 
 
Screen Layout 

 
 

 To get a list of new hires within a specific date range, enter in the From/To Date of the 
desired time frame.  This date range uses the employee’s “Original Hire Date”. 

 To get a list of all employees hired within a given month, select the Anniversary Month 
from the drop down.  Using the date range will give you a list of employees hired within 
the date range for that month. 

 The default setting on this report is to display active employees only.  To see terminated 
as well, the user must check the box Include Terminated Employees. 

 Show Last Day – will include the Last Day Date that is found on the Status and Dates 
screen. 

 Show Totals Only – will display the total number of employees and total FTE # (if 
entered). 

Sample Report – Employee Position 
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Employee History 
The purpose of this report is to capture changes that have been made on screens that do not 
have a table to track the history.  For example, a change in department or division is made 
directly on the Demographics screen.  There is no table to track this history, so the history is 
kept in the Employee History screen.  This report allows you to pull details on specific changes, 
or changes for the whole organization. 
 
Screen Layout 

 
 To view specific changes to an employee record, select those changes using the Change 

Type table.  Check each box of the corresponding change type to display the details for 
it.  If no change type is selected, all change types will display. 

 The Show Change by User needs to be checked if you need to know who made the 
change. Otherwise, the login name of the person who made the change will be 
suppressed. 

 Include Terminated merges both active and terminated under one report based on the 
selection criteria requested. On the report, there is no distinction between active and 
terminated employees. 

 The Use Description option shows the English values of the changes and not just the 
codes. 

Sample Report 
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Home Address/Phone 
The purpose of this report is to display the employee’s home address and phone number. 
 
Screen Layout 

 
 The default setting on this report is to display details for active employees only.  To 

include terminated employees in the list, select Include Terminated Employees. 
 If the user only wants the details of terminated employees and not active, select Only 

Terminated Employees. 

Sample Report 
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Leave of Absence 
The purpose of this report is to list all employees that are currently on a leave of absence. 
 
Screen Layout 

 
 The default setting on this report is to only show those employees how are currently on 

a leave of absence. 
 Show Leave of Absence History will include all leaves.  If this option is selected the user 

can enter a From and To date to narrow down the search. 

Sample Report – Leave of Absence 

 
 
Sample Report – Show Leave of Absence History 
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Length of Service 
This report is used to determine the Length of Service (LoS) for an employee in their positions 
held during their tenure with the organization. 
 
Screen Layout 

 
 Columns include: Employee #, Name, Position, Original Date of Hire, Position Start Date, 

Position End Date, Current and Length of Service. 
o Current will display Yes or No. 
o Length of Service calculation: If there is no Position End Date, the report uses the As 

of Date as the end date for that position.  (Contact info:HR support for a utility that 
will populate the position end date for all non-current positions.)  The report uses 
the date of termination for terminated employees. Employees terminated are 
excluded. 

 
Sample Report – Current Position 

 

  



info:HR Reports User Manual 
 

Version Effective: 8.2 Page 56 
 

 
Sample Report - All Positions 
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Missing Employee Photos 
This report is used to determine which employees who do not have a photo in info:HR. 
 
Screen Shot 

 
 
Sample Report 
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Plan of Establishment 
This report is used by organizations that use the Multi-Position Module.  To produce this report, 
the Budgeted Position screen must be complete. 
 
Screen Layout 

 
 
Sample Report 
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SIN/SSN 
The purpose of this report is to be able to pull a list of social insurance numbers by employee. 
 
Screen Layout 

 
 
Sample Report 
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Telephone Extension 
The purpose of this report is to display a list of employees’ telephone extensions and work email 
addresses.  To produce this report the telephone extension and e-mail must be entered on the 
Status and Dates screen for each employee. 
 
Screen Layout 

 
 
Sample Report 
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Counselling 
The purpose of this report is to allow the user to pull data from the counselling screen.  This 
report will show counselling history, as well as counselling by specific type or reason codes. 
 
Screen Layout 

 
 Reason code allows the user to ask for a specific counselling reason, and only 

display results that match that reason code. 
 Type code allows the user to ask for a specific type code, and only display 

results that match that type code. 
 The report defaults to display comments if they are entered.  If the user does 

not wish to view comments, unselect the Show Comments box. 
 Reporting Authority – if a reporting authority is selected, the report will only 

display counselling that was conducted by that supervisor. 

Sample Report 
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Document Type 
The purpose of this report is to indicate the presence or absence of documents attached to 
employee records on various screens in the system. This report provides the ability to view the 
screen name and the document type code associated with the document. 
 
Screen Layout 

 
 

 To view if there are documents attached to a particular area of the system, check the 
screen where the documents are attached and select a document type code to view the 
existence of documents attached for employees. 

 Items that contain a check box for “Not” - : If you want a report for employees 
that “don’t” have the particular item, click on the “Not” in the selection criteria. 

 
Sample Report 
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Education/Skills 
This section of the reports menu is designed to produce reports based on information stored in 
the Education/Skills section of info:HR.  Below are the reports included in this section: 
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Associations 
The purpose of this report is to list all Associations that employees belong to. 

 
Screen Layout 
 

 Company Paid – this drop down will allow the user to specify if they only want to see 
company paid associations or not.  If left blank, all associations will display. 

Sample Report 
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Continuing Education 
The purpose of this report is to summarize continuing education courses that have been taken.  
This report can be run to give an overview of courses taken by course type or course code.  The 
user can ask for specific date ranges, renewal dates, results, training methods, etc. It can also be 
used to identify employees who have not taken a particular course. 
 
Screen Layout 

 
In comparison with other info:HR reports, this report’s selection criteria are unique.  There are 
many options that can be entered into the criteria to produce the desired information.  Below is 
an explanation of how these options can be used. 

 Items that contain a check box for “Not” - : If you want a report for a group of 
employees that “doesn’t” have the particular item, click on the “Not” in the selection 
criteria.  For example: All employees in the Finance Department who have NOT taken 
Course CPR within the date range of Jan 1-12 to Dec 31-12. 

o “Not” is checked across from Course Code. 
o Course Code for CPR is entered. 
o Date Complete is entered. 

 “No Start Date” and “No Date Completed” check boxes: 
o If either is checked, the report only contains courses that have the checked date 

not entered into the employee’s record. 
 Type of Report: 

o Detail: Detailed listing of all courses.  For each course, the report uses up to 3 
print lines. 

o Summary: Prints one line per course code taken. 
o Cost Only: Prints the costs associated with each course taken. 
o CEU Information: Prints the CEU Information for courses displayed. 
o Hide Employee Data: Prints a course code summary report showing number of 

employees per course code.  
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Sample Report – Detailed Education/Seminar Report 

 
 
Sample Report – Summary Education/Seminar  

 
 
Sample Report – Cost Only Education/Seminar 

 
 
Sample Report – CEU Information  
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Sample Report – Hide Employee Data 
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Formal Education 
The purpose of this report is to list all formal education for each employee.  This report can be 
generated asking for a specific school, or who has a specific major or minor. 
 
Screen Layout 

 
 The report can be generated asking for one degree by selecting one from the Degree 

lookup. 
 The report can be generated asking for one major study by selecting one from the Major 

of Study lookup. 
 The report can be generated asking for one minor study by selecting one from the 

Minor of Study lookup. 
 The report can be generated asking for one school employees attended by selecting one 

from the School lookup. 
 The report can be generated asking for education that is company paid or not by 

selecting Yes or No in the Company Paid dropdown. 
 The report can be generated asking for education that is completed or not by selecting 

Yes or No in the Completed dropdown. 

Sample Report 
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Languages 
The purpose of this report is to list who speaks and writes various languages.  Another way to 
generate this report is to ask for a specific language, and listing who speaks or writes it.  
 
Screen Layout 

 
 To generate the report asking for a specific language, select the language from the 

lookup.  Up to 4 languages can be selected at once. 
 To generate the report with all languages listed, leave Languages blank. 

 
Sample Report 
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Required Courses 
The purpose of this report is to list employees and the courses that are required for their 
position held.  To produce this report Required Courses must be set up for the Position in the 
Position Master. 
 
Screen Layout 

 
 Using the Employee Course History Report selection you will be able to view the 

courses completed, the date they were completed, and a renewal date. 
 Using the Courses Required Report selection you will be able to view the courses 

required as of the Renewal Date.  

Sample Report - Employee Course History Report 

 
 
Sample Report - Course Required Report 
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Skills 
The purpose of this report is to list the skills of all employees.  Another way to generate this 
report is to ask for a specific skill, and listing who has that skill.  
 
Screen Layout 

 
 To generate this report to display employees with specific skills, select up to four skills 

from the Skills lookup. 
 The From/To Date will allow the user to specify a time frame in which the skill was 

acquired. 
 

 
Sample Report 
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Succession 
The purpose of this report is to view the Succession plans for each employee.  
 
Screen Layout 

 
 Using the Position Preferences you will be able to view plans of employees who have 

shown interest in a specific position. 
 When Relocate? Is checked you will see employees who will relocate. You may enter a 

Location to view employees who will relocate to a specific location. 
 When Show Last Succession Review is selected you will be viewing only the latest 

Succession Review.  When All Succession Reviews is selected you will be viewing all 
reviews for each employee. 

Sample Report – Relocate checked and Show Last Succession Plan 

 
 
Sample Report – All Succession Reviews 
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Training Matrix 
The purpose of this report is to provide the user with a visual breakdown of courses, employee 
completion dates and Legislative or Organization requirements.  This report will open in Excel. 
Legends at the top of the report will indicate colour meaning and requirements.  
 
Screen Layout 

 
 To view all employees check the Show All Employees box. 
 To view only required courses check the Required Courses Only box. 

 
Sample Report 
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Training Plan 
The purpose of this report is to provide the user with information on the Training Plans created 
based on an employee’s position and required courses.  Individual courses added to the 
employee’s Training Plan are also printed.  You will be able to view courses dates taken, renewal 
dates and whether the course is a requirement of the position. 
 
Screen Layout 

 
 

 To view only specific course use the Course Code selection criteria to enter only the 
courses you wish to view. 

Sample Report 
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Gap Analysis 
This report uses data from the Succession Planning screen and compares the employee’s 
Position Preference’s Required Courses to the courses taken under Continuing Education, and 
identifies courses required should the employee be moved into one of their Position 
Preferences. 
 
Screen Layout 

 
 If “Position Preferences” has a Position Code entered, the report only prints an 

employee who has the matching Position Code in their Position Preferences. 
 If “Show only Not Matched” is checked, only Course Codes that haven’t been taken will 

appear on the report. 

 
Sample Report 
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User Defined Table 
This report prints data entered into the User Defined Table under Education/Skills section of 
info:HR. 
 
Screen Layout 

 
 
 
Sample Report 
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Follow-Ups 
The purpose of this report is to view all Follow-Up records in the system with the status of the 
follow-up and dates associated with it. 
 
Screen Layout 

 
 You can use the Complete Flag to select either completed follow-ups by entering a “Y” 

or incomplete follow-ups by entering a “N” 
 If you wish to view terminated employees on the same report check the Include 

Terminate Employees check box. 

Sample Report 
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Follow-Ups Email Log 
Use this report to view a list of follow up emails were sent out to whom and this report will 
show sent or a failure if they were not sent. 
 
Screen Layout 

 
 
Sample Report 
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Forms 
Attendance Sign In 
This report may be used to create an Attendance Sign In Form for a selected group of 
employees. 
 
Screen Layout 

 
 
Sample Report 
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Health and Safety 
When the Health and Safety section is utilized in info:HR the information entered will be used to 
create Analysis Reports.  All reports in this section include Active and Terminated employees 
that fall into the section criteria entered on the screen.  Below are the reports included in this 
section. 

 
 
Body Site 
This report displays and summarizes the Health & Safety Incidents by Type and Classification of 
incident according to where, on the body, the injury occurred.  
 
Screen Layout 

 
 The Selection Criteria allows you to enter up to 4 Body Site codes for reporting on. 
 Use Day of Week to report on selected days of the week.  

Sample Report 
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Day of the Week 
This report displays and summarizes the Health & Safety Incidents that occurred during the time 
period (From / To Date) entered.  The dates entered are based on the Incident Date.  If you wish 
to generate a report that details the Incidents that occurred on a specific day of the week, enter 
the Day of Week criteria to report on. 
 
Screen Layout 

 
 
Sample Report 
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Employee 
This report details the Health & Safety Incidents that have occurred for the employee(s) selected 
based on the From / To Date entered.  These dates refer to the Incident Date. 
 
Screen Layout 

 
 To view comments associated with Incidents check the Include Comments box. 

Sample Report 
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Employee Trends 
This report details the Incidents that have occurred to the employee(s) selected over a period of 
time based on the From / To Incident Dates entered. 
 
Screen Layout 

 
 To view comments associated with Incidents check the Include Comments box. 

 
Sample Report 
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Employee/WSIB Cost Report 
This report details the WSIB Costs for each employee according to the options selected. 
Totals are calculated and displayed for each Claim and Employee.  A Grand Total is calculated 
and displayed at the end of the report. 
 
Screen Layout 

 
 In this report, the user has the ability to include or exclude terminated employees based 

upon the check box Include Termination. 
 Selecting Detail report type will provide break down by Claim #, employee and cost 

type.  Select Summary to view costs listed by type. 

Sample Report - Detailed 

 
 
Sample Report - Summary 
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Company Associated Cost Report 
This report summarizes the costs for the Health & Safety Incidents that have occurred during the 
period of time based on the From / To Incident Dates entered. 
 
Screen Layout 

 
 
Sample Report - Detail 

 
 
Sample Report - Summary 
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Experience 
This report analyzes the Health & Safety Incidents that occurred for the employee(s) selected 
based on the From / To Incident Dates entered.  Length of Service is based on either the Original 
Hire Date or Position Start Date. 
 
Screen Layout 

 
 
 
Sample Report 
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Incident Type 
This report displays and summarizes the Health & Safety Incident Types based on the From / To 
Incident Dates entered.  
 
Screen Layout 

 
 

 Select Detail to view an analysis report of all incidents in the system. 
 Select Summary to view a summary report ordered by incident by Day of Week, Plant 

Area or Shift. 

 
Sample Report 

 
 
Sample Report – Summary - Day of Week 
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Sample Report – Summary – Plant Area 

 
 
Sample Report – Summary – Shift 
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Injury Code 
This report displays and summarizes the Health & Safety Injury Codes based on the From / To 
Incident Dates entered.  
 
Screen Layout 

 
 Enter up to four Injury Codes for generating Injury code - specific reports. 

 
Sample Report 
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Plant Area 
This report displays and summarizes the Health & Safety Incidents based on the From / To 
Incident Dates entered. 
 
Screen Layout 

 
 Enter up to four Plant Area codes for generating Plant Area - specific reports. 

Sample Report 
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Shift 
This report displays and summarizes the Health & Safety Incidents based on the From / To 
Incident Dates entered. 
 
Screen Layout 

 
 Enter up to three Shift codes for generating Shift -specific reports. 

 
Sample Report 
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Position/Skills/Evaluation 
This report profiles the Grid Steps, Evaluation Factors, Position Fill/Vacancy, full-time 
equivalency information and Skills required for the Positions selected. 
 
Choose the Reports To option to report on all jobs that report to the Position Code entered. 
 
Screen Layout 

 
The report can be printed in detail or summary.  A detail report is one page per position. 

 Click the Skills option to print only the Position Skills report.  When this option is 
selected you may select Skill codes to be viewed. 

 Click the Evaluation option to print only the Evaluation Factors report.  When this 
option is selected you may select Evaluation codes to be viewed. 

To exclude inactive positions (Status Code = “INAC”), check the Exclude Inactive Positions. 
 
Sample Report - Detail 
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Sample Report – Summary 

 
 
Sample Report – Skills 

 
 
Sample Report - Evaluation 
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Seniority 
The purpose of this report to display the Years of Experience (seniority) for all employees within 
the organization or a specific group of employees based on a selection criteria entered.  
 
Screen Layout 

 
 The user can base the Seniority on Original Hire Date, Seniority Date, Last Hire Date, 

Union Date, Seniority Hours, or User Defined Date by using the Seniority Based On drop 
down. 

o If the Seniority Hours option is chosen, the application sums all attendance 
records where the Seniority flag is set to Y.  

 A Seniority Report based on Seniority hours provides additional options in the selection 
criteria. They are: 

 
 If Include Attendance History is checked, the application uses both the Attendance 

Master and Attendance History to calculated Seniority Hours. 
 If you want to know how many seniority hours an employee accumulated between 

their Original Date of Hire and a specific date, enter the As of Date. 
 To print a report totalling seniority hours between a given months, use the Seniority 

Months From/To option.  Months must be entered in numerical format.  For 
example: 1 equals January and 12 equals December.  
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Sample Report – Original Hire Date 

 
 
Sample Report – Seniority Date 

 
 
Sample Report - Last Hire Date 

 
 
Sample Report – Union Date 
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Sample Report - Seniority Hours 

 
 
Sample Report – First Day 

 
 
Sample Report – User Defined Date 
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Setup 
This section of the reports menu is designed to produce reports based on information stored in 
the Setup section of info:HR.  Below are the reports included in this section: 
 

 
 
Custom Reports 
This option is use if the user has built ad-hoc reports using Crystal Reports Version 8.0 only. 
Higher versions of Crystal will not run using this option.  Ad hoc reports are identified under the 
SETUP menu item and have individual security assigned to them under the Security Master.  For 
more information, please refer to the Setup User Manual. 
 
Screen Layout 
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Security Master 
The purpose of this report is to view security access and templates to info:HR, Codes, 
Employees, and Departments.  
 
Screen Layout 

 
 To view a report for a Security Template select it from the drop down. 
 Select Security & Code Matrix if you require a report of what screens and codes the 

selected user has access to. 
 Select Employee/Departments Matrix if you require a report listing the Employees and 

Departments selected users have access to. 
 Select User Listing to produce a report of all users in the system. 

 
Sample Report – Security & Code Matrix 

 
 
Sample Report – Department Matrix 

 
 
Sample Reports – User Listing 
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Table Master 
Choose this option to generate a list of the Codes set up in the system.  Select the type of Codes 
you wish to report on from the List of Table Names.  Click on the All Tables box to generate the 
report for all Codes within the system.  Click on the Page Break on Table Name box to produce a 
report with page breaks after each Table Name. 
 
Screen Layout 

 
 
Sample Report 
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Terminations 
The purpose of this report is to produce information on Terminated Employees. 
 
Screen Layout 

 
 When Detailed is selected you are able to select a specific section of the employee 

profile to view from the legend at the top right of the screen. 
o Termination – provides Demographic, Banking Position/Salary and Performance 

Data. 
o Attendance Report – provides a detailed list of attendance entered for the 

employee summed by reason code. 
o Benefits – provides a detailed list of benefits and costs associated for the 

employee. 
o Position/Salary/Performance Report – Provides a chronological list of Positions 

held by the employee, including Salary and Performance ratings. 
o Health and Safety – Provides a detailed list of all health and safety records for 

the employee. 
o Continuing Education – Provides a detailed list of courses and costs for the 

employee. 
 When Summary is selected you are able to select specific sections of the employee 

profile to view from the legend at the top right of the screen. You are able to show 
salary by checking the check box. 

o Termination Report – provides basic information on position dates, years of 
service, reason for termination, division, status, salary and hours per week for 
employees selected. 

o Attendance Report – provides a summary by code for Attendance records. 
o Benefits – provides a summary of Benefits for the employee. 
o Health and Safety Total Cost - This report is for future use. 
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Sample Report – Detailed – Termination 

  
 
Sample Report – Detailed Attendance Report 
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Sample Report – Detailed Benefits 

 
 
Sample Report – Detailed Position/Salary/Performance 

 
 
Sample Report – Detailed Health and Safety 
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Sample Report – Detailed Continuing Education 

 
 
Sample Report – Summary Termination Report 

 
 
Sample Report – Summary Attendance 

 
 
Sample Report – Summary Benefits  
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Work History/Compensation 
Below are the reports included in this section: 

        
 
Benefit Group Change 
This report shows employees who have changed from one benefit group to another. 
 
Screen Layout 

 
 
Sample Report 
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Benefits/Beneficiaries 
This report details the Benefits information for each employee selected with the cost associated 
to each benefit. 
 
Screen Layout 

 
 Use the Benefit Code option to specify a particular Benefit or a group of Benefits. 
 Use the Coverage Type option to enter S (single) F (family) etc. to select a particular 

coverage type. 
 Use the From/To Date option to report on benefits for specified employees within a 

given time period.  This date is based on the Effective Date on the employee’s Benefit 
record. 

 To exclude or include Birth Date or Ended Benefits check the boxes. 
 Show Dollars in Monthly or Annual costs. 
 This report can be run Detailed, Summary or showing Beneficiary data only. 
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Sample Report – Detailed 

 
 
Sample Report - Summary 

 
 
Sample Report – Beneficiary 
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Cost of Employment 
This report produces a one-page summary of the costs of employing the employees or groups of 
employees selected.  Costs are grouped into categories and each category of costs is analyzed as 
a percent of the total cost. 
 
Screen Layout 

 
 Use the Company, Division, Department or Employee Name option to generate a one-

page summary of the investment in human resources selected criteria.  
 Enter the From/To to control the costs that show up in Group B of the report.  If looking 

at an annual cost of employment, you want to make sure that only the Associations and 
Continuing Education costs that were incurred that year are included.  Leaving this blank 
will cause the application to sum the cost of all courses and associated unrelated to 
when the cost was incurred. 

 To exclude certain costs, uncheck the items you wish excluded. 
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Sample Report – By Company 

 
 
Sample Report - By Division 
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Sample Report - By Employee Name 
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Dollar Entitlements 
This report details the Dollar Entitlements for the options selected.  This report will also show 
what the employee has utilized and the variance between the full entitlement and what has 
been used by each employee selected.  
 
Screen Layout 

 
 Select Y or N to show Cost of Employment or leave blank to show both. 
 Include Terminated will include terminate employees. 
 Include Comments will show comments associated with Entitlements. 

 
Sample Report 

 
 
Sample Report – Show Actual Amount Details 
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Other Earnings 
The purpose of this report is to list Other Earnings information.  This will show the date range 
and the Actual Earnings with Comments. 
 
Screen Layout 

 
 Cost of Employment: 

o Select Y to only print Other Earnings record that have their COE Flag = “Y”. 
o Select N to only print Other Earnings record that have their COE Flag = “N”. 
o Leave blank to show all records. 

 
Sample Report 
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Payroll Transactions 
The purpose of this report is to view payroll transactions that were imported from a payroll 
system.  Transactions include earnings, deductions and memo types (ADP only). 
 
Screen Layout 

 
 To view the Earnings, Deductions or Memos use the check boxes to select each. 
 This report can be viewed in Summary or Detailed format. 
 You may also select Active or Terminated employees. 

 
Sample Reports - Detailed 

 
 
Sample Report – Summary 
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Salary Master 
This report details the Salary and Position History for the employee(s) selected. 
 
Screen Layout 

 
 The report contains the standard selection items pertinent to the Position and Salary 

masters of the employee records.  They can be used to: 
o Print current salary information or historical information. 
o Print current position information or historical information. 
o Print salary information as of a given date. 

 If Acting Position is checked, the report will only display records that have an Acting 
Position checked in their current position record. 
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Sample Report – Current Salary 

 
 
Sample Report – Current Position 

 
 
Sample Report – Salary History 

 
 
Sample Report - Position History 

 
 
Sample Report – As of Date Salary 

 
 
Sample Report – As of Date Position 
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Salary Performance Review 
The purpose of this report is to view Salary/Performance Review details for employees. 
 
Screen Layout 

 
 The buttons on the top right-hand corner of the report determines which date is 

checked when entering the From/To Date on the selection criteria. 

 
 Type of Report: 

o Detailed produces a form to record the results of salary and/or 
performance reviews. The detailed report prints a cover sheet that can be 
attached to an internal performance review form. 

o Summary produces a list of employees whose date falls within the From/To 
Date Range entered in the selection criteria.  The top right-hand box is the 
determining factor as to which date is being checked. 

 If Include Salary History is checked, additional options appear: 

 
o Shows all salary history for the group of employees printed.  If Salary 

Comments are wanted on the report, check Show Comments. 
o If Acting Position is checked, the report will only display records that have 

an Acting Position checked in their current position record. 
o If Hide Salary is checked no salary information will appear on the report. 
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Sample Report – Detailed 

 
 
Sample Report - Summary 
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Statistics 
This section of reports provides statistical information based on the Selection Criteria entered.  
Some reports require Codes to be entered into the selection criteria to produce the reports.  
 
Below are the reports included in this section: 

 
 
Report Grouping is very important in this section.  When a Report Grouping #1 is selected the 
report will give a summary statistic for the selection for that grouping.  For example, if the 
Report Grouping #1 is set to Division the report will show totals for each Division and an 
Organization Summary at the bottom of the report.   
 

 
 
Sample Report – Report Grouping Division 

 
 
For the purpose of this section all report samples will be with a Report Grouping equal to 
None. 
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External Hire Rate 
The purpose of this report it to gain statistical information on employees hired from outside the 
organization.  For example: Organization A and B are part of a larger organization with the 
parent Organization being C.  If Organization A hires an employee from B then this would be 
considered an External Hire.  But from Organization C’s point of view it would be counted as an 
internal transfer. 
 
External Hire Rate = Total External Hires/Average Employee Count 
 
Screen Layout 

 
 This report is viewed by External Hire Position Reason Codes or Employment Status 

codes.  A code must be entered in these selection criteria. 

 
Sample Report  
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Internal Transfers to Total Hire Ratio 
The purpose of this report is to gain statistical information on internal transfers. This is the 
“hire” of a person who was already employed by the specific organization reporting the data at 
the time of the hire. E.g. Organizations A and B are part of larger umbrella organization - 
Organization C.  If Organization A hires an employee from B then this would be counted as 
Internal Transfer for Organization C but for Organizations A and B it would counted as external 
transfer. 
 
Internal Transfers to Total Hires Ratio = Total Internal Transfers / (Total External Hires + Internal 
Transfers) 
 
Screen Layout 

 
 This report is viewed by External Hire Position Reason Codes, Employment Status 

codes and Internal Transfers Position Reason code.  A code must be entered in 
these selection criteria. 

 
Sample Report 
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Key Workforce Demographic 
The purpose of this report is to provide a very basic understanding of some key “demographics” 
of their employee workforce and how they compare to those of other organizations. 
 
Screen Layout 

 
 Male vs Female selection shows the percentage of Male vs. Female based on the 

total number of employees. 
 Marital Status selection shows the percentage of each status code in comparison to 

the total number of employees.   

Male vs Female – Report Grouping Division 

 
 
Marital Status – Grouping None 
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Manpower Plan 
The purpose of this report is to provide information based on budgeted staffing requirements by 
year.  Data Maintenance for this function is located under the Setup menu item. 
 
Screen Layout 

 
 To view Full Time requirements check Full Time, check Other to view requirements such 

as part time or contract. 
 Enter the Budget Year you wish to view. 
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Paid Sick Hours Per Eligible Employee 
The purpose of this report is to provide information on Sick Time available to eligible employees. 
 

 
 Sick Attendance code must be selected.  Sick attendance reason codes begin with “SIC”. 
 Terminated employees may be included by checking Include Terminated Employees. 
 Attendance history may be included by checking Include Attendance History. 
 The report may also be run by Benefit Group or Current Sick Entitlement. 

 
Benefit Group, Include Attendance History 

 
 
Current Sick Entitlement 
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Staff Management Ratios 
The purpose of this report is to view total numbers of employees under different managerial 
and non-managerial, supervisory and non-supervisory groups. 

 
 Management Group code must be entered to produce this report. 
 If you would like to Include Terminated Employees check the box. 

Sample Report 
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Workers Compensation (WC) Lost Time Incident Rate 
The purpose of this report is to view the number of lost time incidents, total employees and the 
percentage of lost time rate.  It counts the # of Incidents checked in the Attendance for the 
Reason codes specified in "WC Lost Time Code".  If the "Date Based On" is "Attendance Date" 
then it only counts the # of incidents in the Attendance within the Date Range specified. 
Otherwise, if the Date Based On is used the report only gives you the # of Incident for the 
employees within that Date Based On and Date Range. 
 
WC Lost Time Incident Rate = Total # of WC Lost Time Incidents / Average WC Eligible Employee 
Count 
 
Screen Layout 

 
 WC Lost Time Code must be entered to produce this report. 
 If you would like to Include Terminated Employees check the box. 
 If you would like to Include Attendance History check the box. 

 
 
Sample Report 
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Workers Compensation (WC) Lost work Hours Rate 
The purpose of this report is to measure the work hours lost for all the lost time incidents 
recorded in the lost time incident rate report.  The report sums the attendance hours that have 
Incident checked for the Attendance Reason Codes specified in "WC Lost Time Code". 
 
WC Lost Time Work Hours Rate = Total # of WC Lost Work Hours / Average WC Eligible 
Employee Count 
 

 
 WC Lost Work Hours Code must be entered to produce this report. 
 If you would like to Include Terminated Employees check the box. 
 If you would like to Include Attendance History check the box. 

 
Sample Report  

 
 


