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Purpose  
 
 

The Workforce Central suite components generate numerous reports, most of which are standard to the 
components. This document includes reports focused on Scheduler.  
 
In the system, reports might be listed in one or more different categories.  Each report lists the categories in which it 
appears in the system.  The standard output format is Adobe Acrobat Portable Document Format (.PDF).  Alternate 
formats for emailing include HTML, Microsoft Excel, Microsoft Word, and Rich Text Format 
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Locating Reports - Navigation 
 Steps to Executing Reports  

1 From the Home 
Page, click the Plus 
“+” next to the My 
Information Tab.  
Next select Manage 
My Department 
 

   

  

2 From the Related 
items list, click 
Reports 
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3 Click the “Plus” next 
to Scheduler for 
Reports containing 
info related to 
scheduling and 
employee schedules.  
 
 
 
 
 
 
 
 
 

 

         
 

4 The Common 
Options that you 
will notice include: 

 
Description — A brief description of the contents of the report. 
People — The employees included in the report. Depending on the report, the People 
option is a HyperFind Query or Org Map Location. 
 
Time Period — The time period for which report data is generated. The time period might 
be pay periods, schedule period, or range dates. 
 
Output Format — Formats include PDFs and Excel spreadsheets. Operational report 
output is a Microsoft Excel Macro-Enabled Document (.xlsm). 
 
Common options are not included in report descriptions. 
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5 Report Parameters    
For the EMPLOYEE 
AVAILABILITY 
(SPREADSHEET 
EXPORT) 

        

 
 

6 Check Report 
Status Tab is used 

to monitor the 
progress of reports 
that you have run 
and to view the 
results of reports 
that have completed. 

 

 
7 Opening 

Completed Reports 

You can double click on the row of the report or click the View Report Button 

8 Using Favorites 
You can designate 
any report as a 
favorite for easy 
access to reports that 
are used Regularly 
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After Naming the 
Favorite, click the 
Save Favorite Button 

 
 

 
 
 

 
 

 

 


