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Folder Report Name Description of Report 

Absence Absence Taken This report lists the status of all absence 
requests between two dates. 

Employee Work Schedule This report provides the Work Schedule of 
an employee. It can also be run to return 
all employees who belong to a specific 
work schedule. 

Leave Balance Report This report provides the balance for any 
absence plan as a certain date.  It can be 
run per department or for an individual 
employee.  

Compensation Employee Compensation Changes  This report lists any compensation 
changes, along with the change amount 
and change percentage, between two 
dates. 

Salary Detail Report This report provides the Total Salary for an 
employee. 

Salary Detail Report-All Components This report lists the Total Salary for an 
employee and is broken out by pay 
components. (Base, Longevity, etc.) 

HR Alpha Roster of Active Employees This report is the current roster of all 
employees with their job and 
compensation data. 

Department Demographics Report This report provides job and personal data 
(DOB, Gender, and Ethnicity) for an 
employee.  

Department Transfers This report provides a full history of 
transfers to and from a department.  

Department Vacant Position Listing - Regular and 
Temporary 

This report is used to fetch all active vacant 
positions per division. 

Employee Addresses This report provides the physical address 
of each employee.  

Employee Count by Department and Location This report provides the employee count 
for each division, department and location. 

Employee Count by Department and Location 
Including locations without Employees 

This report provides the employee count 
for each department and location.  It also 
includes locations that do not have any 
employees. 

Employee Detail Report This report provides employee job, 
position, and compensation details. 

Employee Locations by Department This report provides the employee name, 
location name and location address for 
employees in a department.  

Employee Photos This report provides the Active Roster, 
along with each employee’s photo. 
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Incumbent Position History This report provides the position history on 
all incumbents. 

Job Group Roster This report provides the Job Code and 
Compensation data per employee.  

Personnel Action History Report This report fetches any Personnel Actions 
based on a set of dates. 

Position Details Report This report provides details on all approved 
positions, along with the incumbents of the 
position.  

Termination Analysis This report provides details on all 
terminations between a set of dates. 

OMB Earning Report This report provides the Summarized 
Monthly Payroll details for each cost 
center.  It is broken out by Pay Element. 

Payroll Payroll Register Report This report will be run by Payroll 
Coordinators in the event it needs to be re-
run after Payroll sends the report via email. 
Note:  Use the Process Date 

Worker's 
Compensation 

Wage Report This report provides Earnings and Hours for 
a specific employee for a range of pay 
periods. 

Worker's Comp Report This report provides a breakdown of job 
codes per department, the number of 
positions in each job code, and the total 
annual salary of all the positions.  

 


