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Finance Manager: 
Reports 

The Reporting routines allow your facility to generate reports which can be displayed on line, printed, or exported to 
Microsoft Excel.  A wide variety of reports can be printed which encompass the areas of attendance, benefits, civil service, 

educational information, employee lists, evaluations, health, positions, contract and employee attendance confirmation 
letters, and fingerprinting.  

 

There are two ways to run reports. 
 

The Human Resources Report Viewer allows you to click on any report, view a description of that report, and preview a 
sample of the report contents.  Set the radio button to the appropriate report option and click Run at the bottom of the 

Preview window to enter your reporting criteria. 

 
 

If you want to eliminate this step and simply run the report, choose the report option directly from the appropriate 
reporting category on the Human Resources Main menu tree. 
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Saving Reporting Criteria 

Human Resources provides the option of saving criteria when you are running reports with the same selection ranges, 

sorting options, etc. on a continuing basis.  The Save Criteria feature is useful in that you are creating a template 
containing specific criteria so that you do not have to retype the same criteria over and over again each time you run a 

report.  Options are provided to create a private report accessible to only one user or to create guest reports that any 

user may access. 
 

Let’s say that you print out mailing labels every month for active employees in buildings A and B, and you always sort the 
labels by employee group.  Instead of having to retype the same reporting criteria each time you access the Mailing 

Labels window, you may save your criteria and re-access the criteria at any point in time.  Open the Employee Mailing 
Label Report window. 

 

 
 

 

Setting Up Your Reporting Criteria for Saving 

Use this window to identify the reporting criteria, based on the example noted above. 

 
Set the Sort By option to Employee Group. 

 

Using the Building(s) drop-down arrow, set the option to Selection.  The lookup button  is now displayed, allowing 

you to select the codes that you want to use.  Highlight building codes A and B and press OK. 

 
Leave the ‘Active’ Employee Status box checked and uncheck the remaining boxes.  

 
You are now ready to save your criteria. 
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Saving Your Criteria 

When saving your criteria, you can specify the access level of this report.  You may only want to run this report yourself 

(creating a private report) or make the report a shared report that other users can access (creating a guest report). 
 

 

Creating a Private Report 

1. Press the Add New Saved Criteria button  at the bottom of the window. 

 

2. Type the name of the report that will help you remember what criteria was chosen. 
 

 
 

3. Leave the Shared box unchecked if you will be the only user who should have access to this report. 

 

4. Click Save/Update Saved Criterias .  Click the drop-down arrow to see the report criteria that was saved. 

 

 
 
Since the Shared box is unchecked, only you can run this “saved criteria” any time you access the Mailing Labels 

window by choosing the report name from the drop-down list. 
 

 

 
Creating a Guest Report 

1. Press the Add New Saved Criteria button  at the bottom of the window. 

 
2. Check the Shared box to indicate that you want other users to be able to access this report. 

 
3. Check the Editable box to indicate that you want other users to be able to modify the access level (Shared/Not 

Shared) and the report name text. 

 
4. Type the name of the report that will help you remember what criteria was chosen. 

 

5. Click Save/Update Saved Criterias .  Click the drop-down arrow to see the report criteria that was saved. 

 

 
 

Since the Shared box is checked, anyone may run this “saved criteria” any time the Mailing Labels window is 
accessed by choosing the report name from the Criteria menu. 
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Deleting a Saved Criteria Report 

1. From the drop-down list, choose the appropriate report name. 

 

2. Click Delete Saved Criterias .  

 

At the prompt, confirm that this is the correct report to be deleted.  Choose Yes to delete. 
 

 
 

Modifying Report Criteria 

1. From the drop-down list, choose the appropriate report name. 
 

2. Check the Shared box to indicate that you want other users to be able to access this report. 
 

3. Check the Editable box to indicate that you want other users to be able to modify the access level (Shared/Not 

Shared) and the report name text. 
 

4. Change the reporting criteria as needed.  
 

5. Click Save/Update Saved Criterias . 
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Attendance Reports 

Accumulated Sick Leave Notice Report 

The Accumulated Sick Leave Notice Report routine is used to generate employee notices denoting sick and other 
attendance allotments and balances based on the specified fiscal year. 

 

Access to Accumulated Sick Leave Notice 

1. Open the Reports menu tree. 

 
2. Open the Attendance Reports menu tree. 

 

3. Click the Accumulated Sick Leave Notice option. 
 
 

The Accumulated Sick Leave Notice window displays. 
 

 
 

Use this window to select reporting criteria. 
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1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 

 
2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 
 

4. In the Start and End Date fields, enter the fiscal year that you are running the report for.  Check the Prior 

Year box to generate a report with information from the previous year. 
 

5. Select the primary and secondary sort options.  Information can be sorted by employee name, employee 
group, or building. 

 

For example, you can choose a Primary sort by Building and a Secondary sort by Employee Name, meaning that 
the notices would be sorted in order of building code first; then alphabetically by employee name within each 

building. 
 

6. In the From field, enter the name of the individual whom the notice is from.  This name is displayed at the top of 
the Accumulated Sick Leave Notice. 

 

7. In the Re field, specify the nature of the notice.  This field defaults to “Notice of Attendance”, however the 
default value can be changed as needed.  This information is displayed at the top of the Accumulated Sick Leave 

Notice. 
 

8. In the Date field, use the drop-down to enter the date of the notice.  This field defaults to today’s date and can 

be changed as needed.  The date will be displayed at the top of the Accumulated Sick Leave Notice. 
 

9. Check the Include Comment on Bottom of Each Letter box to print a customized general note at the bottom 
of each letter.  Then type the text of the note in the box below.  

 
10. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Temporary, 

Inactive, Retired, and/or On-Leave. 
 

11. Click  to generate the report.   
 

 
 

The Accumulated Sick Leave Notice header displays the district name, district address, employee name, position 
appointment name, bargaining unit, primary building, employee group, name of individual who sent the notice, nature of 

the notice, and notice date.  Each letter provides the following information:  total accumulated sick leave units (prior 

balance), sick time allotted (annual accrual), sick time used, and balance of sick time for the fiscal year the report is being 
run for (includes amounts carried forward into Sick).  

 
Total Accumulated Sick + Sick Time Allotted – Sick Time Used = Balance of Sick Time 
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Attendance Analysis 

The Attendance Analysis Report routine is used to generate an analytical listing of patterns for attendance days taken 
during a selected date range.  You can generate 5 types of analysis reports: 

 
 Employees who had exactly or more than a specified number of absence events taken over non-consecutive and 

consecutive days during a selected reporting date range 

 Employees who had exactly or more than a specified number of consecutive absences taken within the selected 

reporting date range 
 Employees number of absences taken on a given weekday 

 Employees who were absent the day before or after a holiday defined in their employee group calendar 

 Employees who took absences on the same date when comparing two specified years 
 

Access to Attendance Analysis 

1. Open the Reports menu tree. 
 

2. Open the Attendance Reports menu tree. 
 

3. Click the Attendance Analysis option. 

 
 

The Attendance Analysis window displays. 
 

 
 

Use this window to select reporting criteria. 
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1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

2. Select the attendance code(s) to be included in the report.  Choose All to report on all attendance codes.  Use 

the drop-down to change the option to Selection; then use the search  to select one or a range of 
attendance codes. 

 

3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

4. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 
 

5. In the Start and End Date fields, enter the fiscal year or date range that you are running the report for.  Check 

the Prior Year box to generate a report with information from the previous year. 
NOTE:  If you are going to run a Yearly Analysis Report, where you are comparing taken absences on the 

same date between two specified years, you MUST enter the full span of the years being compared.  Example:  
If you want to run a report showing employees who took absences on the same date when comparing fiscal year 

2010/2011 with 2011/2012, enter the starting date 07/01/10 and the ending date 06/30/12. 

 
6. Select the primary and secondary sort options.  Information can be sorted by employee name, employee 

group, or building. 
 

For example, you can choose a Primary sort by Building and a Secondary sort by Employee Name meaning that 
report data would be sorted in order of building code first; then alphabetically by employee name within each 

building. 

 
7. Leave a check in the box(es) that precedes the status(es) of the employees to include in the report.  Uncheck the 

box if employees in a particular status are to be excluded.  Choose to include/exclude employees who are Active, 
Temporary, Inactive, Retired, and/or On-Leave. 

 

Via the radio buttons, specify the type of analysis report to run.  Since each Analysis Type option prompts for different 
report criteria, refer to the steps below under the type of report to run. 
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Running the Absences Report 

1. After selecting the basic reporting criteria as previously explained, set the Analysis Criteria radio button to 

Absences to display a listing of employees who had exactly or more than the specified number of absence 
events taken over non-consecutive and consecutive days during the selected reporting date range. 

 

 
 

2. Set the Sub Total by Employee drop-down to YES to subtotal the number of units for each employee.  Set the 

drop-down to NO to exclude subtotals by employee. 
 

3. Enter the Minimum Number of Absent Days.  Example:  Enter 4.00 to list employees who were absent during 

the course of 4 or more consecutive or non-consecutive days within the reporting date range selected. 
 

4. Click  to generate the report. 
 

 
The Absences Analysis displays the date range and minimum number of absent days selected.  The report provides the 

following information:  employee name, employee number, employee group, building the event was recorded for, absent 
code (i.e., Sick, Personal, etc.), absent date, number of units taken, and reason for absence.  A sample report follows: 
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Running the Consecutive Absences Report 

1. After selecting the basic reporting criteria as previously explained, set the Analysis Criteria radio button to 

Consecutive Absences to display a listing of employees who had exactly or more than a specified number of 
consecutive absences taken within the selected reporting date range. 

 

 
 

2. Enter the Minimum Number of Consecutive Days Absent.  Example:  Enter 3 to list employees who were 

absent during the course of 3 or more consecutive days/units within the reporting date range selected. 

 

3. Click  to generate the report. 
 

 

The Consecutive Absences Report displays the date range and minimum number of consecutive absent days selected.  
The report provides the following information:  employee name, employee number, employee group, building associated 

with the last attendance event (based on the reporting date range and minimum number of consecutive absent days 
specified), total consecutive number of days absent in the reporting date range, from/to date range of the absence, 

absence code (i.e., Sick, Personal, etc.), absent date, number of units taken, and reason for absence. 

 
A sample report follows. 
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Running the Weekday Absences Report 

1. After selecting the basic reporting criteria as previously explained, set the Analysis Criteria radio button to 

Weekday Absences to display a listing reflecting the number of times employees have been absent each 
weekday within the selected reporting date range.  (This report only shows attendance detail records where the 

type is UNIT TAKEN.)   

 

 
 

2. To include absences that occurred on Saturdays or Sundays, set the Include Weekends in Analysis drop-

down to YES.  Otherwise, set the drop-down to NO. 
 

3. Set the Show Absent Code drop-down to YES to include the attendance code and description, along with the 
days of the week on which the event occurred.  Set the drop-down to NO to exclude the absent code and 

description detail. 

 

4. Click  to generate the report. 
 

 

 
The Weekday Absences Report displays the date range selected.  The report provides the following information:  

employee name, employee number, employee group, building associated with the last attendance event (based on the 
reporting date range), attendance code, number of days taken each weekday in the reporting date range, and subtotals 

for each absence code and day of the week.  
 

A sample report follows. 
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Running the Holiday Analysis Report 

1. Set the Analysis Criteria radio button to Holiday to generate a listing of employees who were absent the day 

before or after a holiday defined in their employee group calendar.  NOTE:  The system checks the holidays 
defined in the fiscal year calendar that is currently linked to both the employee group in Employee Group Setup 

and the pay profile in Payroll Profile Setup. 

 

 
 

2. Click  to generate the report. 
 
 

The Holiday Analysis Report displays the date range selected.  The report provides the following information:  employee 

number, employee name, employee group, building associated with the attendance event, attendance code, absent date, 
number of units taken, and absence reason. 

 
A sample report follows: 
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Running the Attendance Year Comparison Report 

1. Set the Analysis Criteria radio button to Yearly Routine to generate a listing of employees who were absent at 

the same time every year based on the years indicated.  The report will reflect taken units only. 
 

 
 

2. Set the Include Units Donated drop-down to YES to display attendance events that were taken or donated.  
Set the drop-down to NO to display only attendance events that were taken. 

 
3. Enter the Prior and Current Period to be compared.  Use the drop-down arrow to display the on-line calendar. 

 

4. Click  to generate the report. 
 
 

 

The Yearly Analysis Report provides the following information:  employee number, employee name, employee type, 
building the event was recorded for, absent code, absent date, number of units taken, and absent reason. 

 
A sample report follows: 
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Attendance Detail 

The Attendance Detail Report provides attendance record detail information for a selected employee(s) based on a 
specified date range.  This report reflects all detail attendance records, including carry forward balances, accrual earned, 

days taken, days paid out, days donated to bank, and days taken from bank. 
 

Access to Attendance Detail 

1. Open the Reports menu tree. 
 

2. Open the Attendance Reports menu tree. 
 

3. Click the Attendance Detail option. 
 

 

The Attendance Detail window displays. 
 

 
 
 

Use this window to select reporting criteria. 
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1. Select the attendance code(s) to be included in the report.  Choose All to report on all attendance codes.  Use 

the drop-down to change the option to Selection; then use the search  to select one or a range of 
attendance codes. 

 

2. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 
 

3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 

 
4. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

5. Select the primary and secondary sort options.  Information can be sorted by employee name, employee 

group, building, or attendance code. 
 

For example, choose a Primary sort by Building and a Secondary sort by Employee Name, meaning that data 
would be sorted in order of building code first; then alphabetically by employee name within each building. 

 

6. Set the Sub Total by Employee drop-down listing to YES if subtotals are to be provided for each employee.   
Choose NO if the report should list each attendance detail event with no subtotals.  

 
7. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Inactive, 
Temporary, Retired, and/or On-Leave. 

 

8. In the Start and End Date fields, enter the fiscal year or date range that you are running the report for.  Check 
the Prior Year box to generate a report with information from the previous year. 

 

9. Click  to generate the report. 
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The Attendance Detail Report provides the following information:  employee name, employee number, employee group, 

building, attendance code, attendance event date, number of attendance event units, and reason for attendance event.  
A sample report follows: 
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Attendance Profile 

The Attendance Profile Report provides a list of employees along with the attendance start date and attendance profile 
group linked to each appointment.  The report can be run for employees hired between a specified date range or for all 

hire dates. 
 

Access to Attendance Profile Report 

1. Open the Reports menu tree. 

 

2. Open the Attendance Reports menu tree. 
 

3. Click the Attendance Profile option. 
 
 

The Attendance Profile Report window displays. 
 

 
 
 

Use this window to select reporting criteria. 

 
 

1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
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2. Select the attendance profile group(s) to be included in the report.  Choose All to report on employees in all 

attendance profile groups.  Use the drop-down to change the option to Selection; then use the search  to 

select one or a range of attendance profile groups. 
 

3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 
of employee groups. 

 

4. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 
User Login record. 

 

5. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 
NOTE:  The Departments lookup browser only contains those departments for which you were given permissions 

in your User Login record. 

 
6. Under the Sort by Option portion of the window, select your primary sorting criteria.  Information can be 

sorted as follows: 
 alphabetically by employee name 

 numerically by employee number 

 by employee group 
 by oldest to most recent hire date 

 
7. Uncheck the Include Supplemental Appointments box if the report should not display any supplemental 

appointments.  Leave the box checked if the report should include supplemental appointments.  
 

8. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

if employees in a particular status are to be excluded.  Choose to include/exclude employees who are Active, 
Inactive, Temporary, and/or On-Leave. 

 
9. Set the drop-down to All Hire Dates (including Blanks) to report on employees who either have a valid or 

blank hire/rehire date specified in Employee Information.  

 
Set the drop-down to Hire Date Range and enter the date range to run the report for.  The report will reflect 

those employees where the Hire or Rehire Date falls within the selected date range.  This option only includes 
employee who have a valid hire/rehire date specified in Employee Information. 

 

10. Click  to generate the report. 
 
 

 
The Attendance Profile Report includes the following information:  employee name, employee ID number, pay profile, 

employee group, appointment type (annualized, supplemental, hourly, contractual, etc.), hire or rehire date, attendance 

start date, attendance profile group, and employee status. 
 

A sample report follows: 
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Attendance Profile Rules Listing 

The Attendance Profile Rules Listing is a printout of attendance rules for a specified fiscal year for all or selected 
employee groups, attendance profile groups, and attendance codes. 
 

Access to Attendance Profile Rules Listing 

1. Open the Reports menu tree. 
 

2. Open the Attendance Reports menu tree. 

 
3. Click the Attendance Profile Rules Listing option. 

 
 

The Attendance Profile Rules Listing window displays. 
 

 

 
 

 
Use this window to select the reporting criteria. 

 

 
 

1. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 

 
2. Select the attendance profile group(s) to be included in the report.  Choose All to report on all attendance 

profile groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a 

range of attendance profile groups. 
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3. Select the attendance code(s) to be included in the report.  Choose All to report on all attendance codes.  Use 

the drop-down to change the option to Selection; then use the search  to select one or a range of 

attendance codes. 
 

4. Use the drop-down to choose the fiscal year starting and ending date range for the report. 

 

5. Click  to generate the report. 
 

 

 
The Attendance Profile Rule Listing includes the following information:  employee group, attendance profile group, 

attendance code, annual accrual, maximum balance, monthly accrual, rolls to, roll amount, and additional accruals (if 
applicable) based on starting and ending dates.   

 

A sample report follows: 
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Attendance Worksheet 

The Attendance Worksheet provides the ability to print a 7-day blank worksheet or review report based on a selected 
starting date.  The 7-day blank worksheet allows building personnel to manually write down attendance information for a 

selected employee(s) which eventually can be recorded through the attendance routines.  The 7-day review worksheet 
allows you to display the system-recorded employee attendance events based on the reporting start date. 
 

Access to Attendance Worksheet 

1. Open the Reports menu tree. 

 
2. Open the Attendance Reports menu tree. 

 
3. Click the Attendance Worksheet option. 

 

 
The Attendance Worksheet Report window displays. 
 

 
 
 

Use this window to select reporting criteria. 
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1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 

 
2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User Login record. 
 

4. Select the attendance code(s) to be included in the report.  Choose All to report on all attendance codes.  Use 

the drop-down to change the option to Selection; then use the search  to select one or a range of 
attendance codes. 

 
5. Set the Worksheet Type radio button to Blank to print a blank worksheet with lines to manually write down 

attendance information for the employees selected.  Set the radio button to Review to display the attendance 

events already recorded in the system for the selected employees. 
 

6. Select the primary and secondary sorting criteria.  Information can be sorted alphabetically by employee name, 
numerically by employee ID, alphabetically by employee group, or alphabetically by building. 

 

7. Enter the start date for the report.  The report will generate a blank worksheet or review for seven days based 
on the selected starting date. 

 
8. Leave the Include Supplementals box checked to display supplemental appointments.  Uncheck the box to 

exclude all supplemental appointments. 
 

9. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

if employees in a particular status are to be excluded.  Choose to include/exclude employees who are Active, 
Inactive, Temporary, On-Leave, and/or Retired. 

 

10. Click  to generate the report. 
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The Attendance Worksheet begins with a key that displays all attendance codes with their corresponding descriptions as 

defined in Attendance Code Setup.  The Blank Worksheet provides the following information:  employee number, 
employee name, appointment method (e.g., Contractual, Annualized, Hourly, Daily, etc.), primary appointment flag, 

building code and description, primary building flag, and blank spaces to enter attendance information for each day in the 

7 day range. 
 

A sample report follows: 
 

 

 
 



Finance Manager    nVision HR Reports 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             29  
www.financemgr.com 

 

 
The Attendance Worksheet begins with a key that displays all attendance codes with their corresponding descriptions as 

defined in Attendance Code Setup.  The Review Worksheet provides the following information:  employee number; 
employee name; appointment method (e.g., Contractual, Annualized, Hourly, Daily, etc.), primary appointment flag, 

building code and description, primary building flag, and the number of attendance units recorded for each day in the 

selected reporting date range.  Daily unit totals are provided for each employee. 
 

A sample report follows: 
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Attendance On Leave Status 

The Attendance On Leave Status Report provides the ability to print a list of those employees who are currently on and/or 
have returned from a leave of absence based on a specified reporting date range.  Any leave of absence, recorded in HR 

Employee Information on the Leave of Absence tab under the Appointment Information folder, will be included in this 
report based on the selected reporting dates. 
 

Access to Attendance On Leave Status 

1. Open the Reports menu tree. 

 
2. Open the Attendance Reports menu tree. 

 
3. Click the Attendance On Leave Status option. 

 
 

The Attendance On Leave Status window displays. 
 

 
 
 

Use this window to select reporting criteria. 

 
 

1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
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2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User Login record. 

 

4. Select the leave type(s) to be included in the report.  Use the search  to select one attendance code.  

Choose All to report on employees in all leave types.  Use the drop-down to change the option to Selection; 

then use the search  to select one or a range of leave types. 

 

5. Select the primary and secondary sorting criteria.  Information can be sorted alphabetically by employee name, 
numerically by employee ID, alphabetically by employee group, alphabetically by building, or alphabetically by 

leave type. 
 

6. Leave the Returned Employees Only box checked to include only those employees who were on leave of 

absence during the selected reporting date range and are no longer on leave as of the report ending date.  
Uncheck the box to include employees who returned from and those who are still on leave of absence during the 

selected reporting date range. 
 

7. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

if employees in a particular status are to be excluded.  Choose to include/exclude employees who are Active, 
Inactive, Temporary, On-Leave, and/or Retired. 

 
8. Enter the start and end date range for the report. 

 

9. Click  to generate the report. 

 
 

 
The Attendance On Leave Status Report provides the following information:  employee ID number, employee name, 

employee group, building, position, leave type, start and end date of leave, number of days remaining (calculated by 

comparing the end date of the leave of absence with today’s date), and current status (Returned or On Leave). 
 

A sample report follows: 
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Compensated Absence Listing 

The Compensated Absence Listing provides the ability to print a report indicating how much pay an employee(s) would be 
owed for any unused accrued time based on a specified date range.  The amount of pay can be based on the employee’s 

hourly or daily rate OR a specific set rate. 
 

Access to Compensated Absence Listing 

1. Open the Reports menu tree. 

 

2. Open the Attendance Reports menu tree. 
 

3. Click the Compensated Absence Listing option. 
 

 
The Compensated Absence Listing window displays. 
 
 

 
 
 

Use this window to select reporting criteria. 
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1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 

 
2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User Login record. 
 

4. Select the attendance code to be included in the report.  Use the search  to select one attendance code.  

The lookup browser only displays those attendance codes that are either a MAIN bank (Sick, Vacation, Personal, 
Comp) AND attendance codes where the Chargeable to Attendance As flag is set to NONE. 

 
5. Select the primary and secondary sorting criteria.  Information can be sorted alphabetically by employee name, 

numerically by employee ID number, alphabetically by employee group, or alpha-numerically by building code. 

 
6. Enter the Date Range for the report. The report will display information based on the available amount for the 

attendance code selected during the specified date range. 
 

7. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Inactive, 
Temporary, On-Leave, and/or Retired. 

 
8. Set the radio button to Current Rate if the employee’s daily or hourly rate (effective during the Date Range 

entered) from the earnings window in Employee Payroll Information is to be used when calculating compensated 
absences.  When running this report for a date in the current fiscal year, nVision goes through each employee 

earnings record.  If the employee has an Other Earning and the Include in Hourly/Daily Rate box is checked for 

that Other Earning, nVision adds the daily/hourly rate from the Other Earning into the employee’s base 
daily/hourly rate.  If the selected attendance code has events recorded in HOURS, the employee’s Hourly rate is 

used.  If the selected attendance code has events recorded in DAYS, the employee’s Daily rate is used. 
 

Set the radio button to Set Rate if your facility uses a set rate, rather than the employee’s daily or hourly rate, 

when figuring compensated absences.  Enter the daily or hourly rate to be used in the Amount field below.  If 
the set rate is chosen, it will override any daily or hourly rate on the employee’s earnings window in Employee 

Payroll Information. 
 

9. Click  to generate the report. 
 

 
The Compensated Absence Report includes the following information:  employee ID number, employee name, date of 

birth, hire date, employee group, primary appointment building, number of daily or hourly units available based on the 
date range selected, BS daily or hourly rate (effective based on the Date Range entered.  The report shows the 

employee’s Daily Rate for attendance events recorded in Days or the employee’s Hourly Rate for attendance events 

recorded in Hours) or Set Rate amount, and extended amount (Available X Rate).  The report concludes with the grand 
total number of units to be compensated for and the total extended amount of compensation.  

 
A sample report follows: 
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Daily Attendance Report 

The Daily Attendance Report routine is used to generate a listing of attendance events recorded on a specific day or 
during a selected date range.  The report provides the option of printing ALL attendance events entered [prior balances, 

annual accruals, carry forwards from other attendance codes, days taken, pay outs, days taken from bargaining unit bank 
(pool), days donated to bank, and comp time recorded through the Time and Attendance process are included] OR 

taken/donated units only. 
 

Access to Daily Attendance 

1. Open the Reports menu tree. 
 

2. Open the Attendance Reports menu tree. 
 

3. Click the Daily Attendance option. 

 
 

The Daily Attendance Report window displays. 
 

 

 
Use this window to select reporting criteria. 

 

1. Select the attendance code(s) to be included in the report.  Choose All to report on all attendance codes.  Use 

the drop-down to change the option to Selection; then use the search  to select one or a range of 

attendance codes. 
 

2. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 
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3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

4. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

5. Select the primary and secondary sort options.  Information can be sorted by employee name, employee 

group, building, or attendance date. 
 

For example, choose a Primary sort by Building and a Secondary sort by Employee Name, meaning that report 
data would be sorted in order of building code first; then alphabetically by employee name within each building. 

 
6. Check the Show Taken/Donated Units Only box to display only attendance events that were taken or 

donated.  Leave the box unchecked to print all attendance events, including prior balances, annual accruals, days 

taken, days donated/taken from attendance pool, etc. 
 

7. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 
to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Inactive, 

Temporary, Retired, and/or On-Leave. 

 
8. In the Start and End Date fields, enter the fiscal year, date range, or date to run the report for.  Check the 

Prior Year box to generate a report with information from the previous year. 
 

9. Click  to generate the report. 
 
 
 

The Daily Attendance Report displays the selected date range period.  The report provides the following information:  
employee name, employee ID number, employee group, building the event was recorded for, primary department, 

attendance code (e.g., Sick, Personal, etc.), day of the week on which the event was recorded, event date, number of 
units recorded, substitute name (if applicable), and reason for absence.  A sample report follows: 
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Donation Bank Detail 

When recording units Donated or Taken from a Donation Bank through the Daily Attendance routine OR when the Record 
Global Donated Day Utility is performed, nVision prompts the user to select the Bank Group or “pool” from which the units 

are to be donated or taken.  The Donation Bank Detail Report then tracks the number of available units as time is 
donated or taken from the bank. 
 

Access to Donation Bank Detail Report 

1. Open the Reports menu tree. 

 
2. Open the Attendance Reports menu tree. 

 
3. Click the Donation Bank Detail option. 

 

 

The Donation Bank Detail Report window displays. 
 

 

 
 
 
 

Use this window to select reporting criteria. 
 

 
1. Select the donation bank(s) to be included in the report.  Choose All to report on all donation banks.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of donation 

banks. 
 

2. Enter the start and end dates of the donation bank. 
 

3. Click  to generate the report. 
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The Donation Bank Detail Report shows the names of the employees who donated to or took time from the selected 

reporting bank.  The report provides the donation bank name, bargaining unit; and attendance code of the reporting 
bank.  Within the bank, the report details the employee number, employee name, and number of days donated to or 

taken from the attendance bank.  The report concludes with the number of days remaining in the donation bank.   

 
A sample report follows: 
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Employees Approaching Negative Balances 

The Employees Approaching Negative Balances provides a listing of employees who are nearing a negative balance for a 
selected attendance bank where the Check Attendance Balance flag is set to YES.  The report lists any employees 

having less than or equal to a specified number of days available in a selected attendance bank. 
 

Access to Employees Approaching Negative Balance Report 

1. Open the Reports menu tree. 

 

2. Open the Attendance Reports menu tree. 
 

3. Click the Employee Approaching Negative Balance option. 
 

 
The Employee Approaching Negative Balance window displays. 
 

 
 
 

Use this window to select reporting criteria. 
 

 
1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
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2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User Login record. 

 

4. Select the attendance code to be included in the report.  Use the search  to select one attendance code.  

REMINDER:  Remember that the attendance code lookup browser will only display those attendance codes 
where the Check Attendance Balance flag is set to YES. 

 

5. Select the primary and secondary sorting criteria.  Information can be sorted in the following ways: 
 alphabetically by employee name 

 numerical ascending order by employee ID number 
 alphabetically by employee group 

 alpha-numerically by building 

 
6. Specify a number of Days Left.  The report lists any employees having less than or equal to the specified 

number of days available in a selected attendance bank. 
 

7. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 
to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Inactive, 

Temporary, Retired, and/or On-Leave. 

 
8. Enter the fiscal year or date range of the report.  The report uses this date range to determine the number of 

days taken during the selected period. 
 

9. Click  to generate the report. 
 
 

The Employees Approaching Negative Balance Report provides the following information:  employee name, employee ID 

number, position appointment name, employee group, attendance code, year-to-date accrued/earned amount, reporting 
period taken amount, and available balance.  NOTE:  The report will always display the Main attendance bank with any 

sub-bank information rolled into the main bank totals.  However, if the user chooses a sub-bank only, the sub-bank 
information is displayed individually.  A sample report follows: 
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Employee Attendance Record 

The Employee Attendance Record routine is used to generate a listing of attendance events recorded during a selected 
fiscal year date range.  The report can be customized to display attendance detail records reflecting ALL attendance 

events entered [prior balances, annual accruals, carry forwards from other attendance codes, days taken, pay outs, days 
taken from bargaining unit bank (pool), days donated to bank, and comp time recorded through the Time and Attendance 

process are included], employee attendance balances by absent code, and/or absences breakdown by day of the week. 
 

Access to Employee Attendance Record 

1. Open the Reports menu tree. 
 

2. Open the Attendance Reports menu tree. 
 

3. Click the Employee Attendance Record option. 

 
 

The Employee Attendance Record window displays. 
 

 
 
 

Use this window to select reporting criteria. 
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1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 

 
2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User Login record. 
 

4. Select the attendance code(s) to be included in the report.  Choose All to report on all attendance codes.  Use 

the drop-down to change the option to Selection; then use the search  to select one or a range of 
attendance codes. 

 
5. Set the Include Attendance Detail drop-down to YES to display detail attendance line item records within the 

selected fiscal year date range.  Set the drop-down to NO to print only summary attendance information for the 

reporting period. 
 

If the Include Attendance Detail drop-down is set to YES, specify the type of detail that is to be displayed.  
Set the Include Accrued/Earned Days drop-down to YES to include ALL attendance events entered [prior 

balances, annual accruals, carry forwards from other attendance codes, days/hours taken, pay outs, time taken 

from bargaining unit bank (pool), time donated to bank, and comp time recorded through the Time and 
Attendance process are all included]. 

Set the Include Accrued/Earned Days drop-down to NO to exclude prior balances, annual accruals, and carry 
forwards from other attendance codes.  With this setting, the report displays days/hours taken, pay outs, time 

taken from bargaining unit bank, time donated to bank, and comp time recorded through the Time and 
Attendance process. 

 

6. Set the Include Employees with Perfect Attendance drop-down to YES to include those employees who 
have not used any time in any attendance code where the Include in Perfect Attendance flag is checked in 

Attendance Code Setup.  Set the drop-down to NO to exclude employees who have not used any time in any 
attendance code where the Include in Perfect Attendance flag is checked in Attendance Code Setup. 

 

7. Set the Include Attendance Balances drop-down to YES to display employee attendance balances, for those 
attendance codes where the Check Attendance Balance flag is checked in Attendance Codes Setup, for the 

selected reporting period.  This information is the sum of all the attendance detail line items for the Prior Balance, 
Annual Accrual, Absences Taken, Donated to Attendance Bank, Taken from Attendance Bank, and Available 

Balance, similar to what is shown in the Attendance Bank in Employee Maintenance.  Set the drop-down to NO to 

exclude attendance balance information. 
 

If the Include Attendance Balances drop-down is set to YES, specify how the balances are to be displayed.  
Set the Display Chargeable Codes Separately drop-down to YES to display balances in the main bank and 

the chargeable code(s) individually and list the amounts for each bank on a separate line.  The Total Line for the 
attendance code will reflect the totals of the Main and Chargeable Codes together.  Set the Display Chargeable 

Codes Separately drop-down to NO to display only one Total Line for the attendance code.  The Total Line for 

the attendance code will reflect the main attendance bank with any chargeable code totals rolled into it. 
 

NOTE:  If the user chooses a chargeable attendance code only, that chargeable attendance code 
information is displayed individually with a total line for only the chargeable code. 
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8. Set the Include Absence by Day of Week Breakdown drop-down to YES to display an analysis of total days 
taken (including Payouts, Donated to Bank, and Taken) by attendance code for each day of the week.  Set the 

drop-down to NO to exclude absence analysis by day of the week. 
 

9. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Inactive, 
Temporary, Retired, and/or On-Leave. 

 
10. Select the primary and secondary sort options.  Information can be sorted in one of the following ways: 

 
 alphabetically by employee name 

 alphabetically by employee group 

 alpha-numerically by building 
 

11. Enter the fiscal year starting and ending date range for the report. 
 

12. Click  to generate the report. 
 

 
 

 

 
The Employee Attendance Record consists of three parts:  Attendance Detail, Employee Attendance Balances, and 

Absence by Day of Week Breakdown. 
 

The Attendance Detail section displays only if the Include Attendance Detail drop-down was set to YES.  The 
information in this section is sorted in order of oldest to most recent date and includes the day of the week, date entered, 

attendance code, number of units, name of the individual who substituted for the employee (if any), and attendance 

event reason. 
 

The Attendance Balances section displays only if the Include Attendance Balances drop-down was set to YES.  
This section provides the prior balance, annual accrual, taken, donated, taken from bank, and available balance for each 

attendance code selected.  NOTE:  The Available column will be blank on the report if the ‘Check Attendance Balance’ 

field is unchecked in Attendance Code Setup. 
 

The Absence by Day of Week Analysis section displays only if the Include Absence by Day of Week Breakdown 
drop-down was set to YES.  This section reflects the attendance code and description; prior balance; annual accrual; and 

sum of the number of payouts, donated to bank, and taken units for each day of the week during the selected reporting 
period.   

 

 
 

A sample report follows: 
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Employees with Negative Balances 

The Employees with Negative Balances Report provides a listing of employees who already have a negative balance 
within the reporting date range for selected attendance banks where the Check Attendance Balance flag is checked.  

The report lists any employees who took more days than they have available in a selected attendance bank. 
 

Access to Employee with Negative Balance Report 

1. Open the Reports menu tree. 

 

2. Open the Attendance Reports menu tree. 
 

3. Click the Employee with Negative Balance option. 
 

 

The Employee With Negative Balance Report window displays. 
 

 
 
 

Use this window to select reporting criteria. 
 

 

1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
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2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User Login record. 

 
4. Select the attendance code(s) to be included in the report.  Choose All to report on all attendance codes.  Use 

the drop-down to change the option to Selection; then use the search  to select one or a range of 
attendance codes. 

 

5. Select the primary and secondary sort options.  Information can be sorted in one of the following ways: 
 

 alphabetically by employee name 
 numerically by employee ID number 

 alpha-numerically by employee group 

 alphabetically by building 
 

6. In the Start and End Date fields, enter the fiscal year that you are running the report for.  Check the Prior 
Year box to generate a report with information from the previous year. 

 
7. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Inactive, 

Temporary, Retired, and/or On-Leave. 
 

8. Click  to generate the report. 
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The Employee with Negative Balance Report provides the following information:  employee name, employee ID number, 

attendance code, employee group, building, position, prior balance, year-to-date accrued/earned amount, reporting 
period taken amount, and available balance. 

 
NOTE:  The report will always display the Main attendance bank with any sub-bank information rolled into it.  So in the case where 
you choose ALL attendance codes, the sub-bank accrued/earned, taken, and available amounts are rolled into the main bank totals.  
However, if the user chooses a sub-bank only, the sub-bank information is displayed individually. 

 

 
A sample report follows: 
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Monthly Attendance 

The Monthly Attendance Report provides an analysis of time taken in selected attendance banks during a specified 
reporting period.  Choose to include employees who did not take any days during the reporting period and/or to include 

sub-bank detail.  The report displays the year-to-date prior, annual, taken, donated, taken from bank, and available 
amounts, as well as the amounts taken in the reporting period. 
 

Access to Monthly Attendance Report 

1. Open the Reports menu tree. 

 
2. Open the Attendance Reports menu tree. 

 
3. Click the Monthly Attendance option. 

 

 

The Monthly Attendance Report window displays. 
 

 
 
 

Use this window to select reporting criteria. 

 
 

1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
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2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 
of employee groups. 

 

3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User Login record. 
 

4. Select the attendance code(s) to be included in the report.  Choose All to report on all attendance codes.  Use 

the drop-down to change the option to Selection; then use the search  to select one or a range of 

attendance codes. 

 
5. Select the primary and secondary sort options.  Information can be sorted in one of the following ways: 

 
 alphabetically by employee name 

 alpha-numerically by employee group 

 alphabetically by building 
 alpha-numerically by attendance code 

 
6. Enter the date range to run the report for.  The report will reflect the number of days taken in the attendance 

bank during the selected date range.  Check the Prior Year box to generate a report with information from the 
previous year. 

 

7. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 
to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Inactive, 

Temporary, Retired, and/or On-Leave. 
 

8. Use the Include Sub Banks flag to indicate if sub-bank detail information is to be shown on the report.   

 
When this flag is unchecked, the report rolls the sub bank units into the main bank to which it is chargeable.  

With this setting, only the totals for the main bank are displayed. 
 

When this flag is checked, the report displays the main bank and the sub bank(s) individually and lists the 
amounts for each bank on a separate line.  The Sub Bank column is flagged to denote the sub bank line. 

 

9. Use the Include Zero Taken flag to indicate whether or not to include attendance bank information where there 
were no days taken during the reporting date range. 

 
When this flag is unchecked, this option checks the reporting date range specified.  If there were no days taken 

in an attendance bank during the date range specified, the attendance bank is NOT shown. 

 
When this flag is checked, this option checks the reporting date range specified.  This setting shows all the main 

attendance banks, whether days were taken in the reporting period or not. 
 

10. Click  to generate the report. 
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The Monthly Attendance Report provides the following information:  employee name, employee ID number, employee 

group, building, attendance code, year-to-date prior balance amount, year-to-date annual accrued amount, year-to-date 
taken amount, year-to-date donated amount, year-to-date taken from bank, year-to-date amount left, reporting period 

taken amount, and sub-bank flag.  NOTE:  The report will always display the Main attendance bank with any sub-bank 

information rolled into it.  So in the case where ALL attendance codes are chosen, the sub-bank prior, accrued, taken, 
donated, taken from bank, and available amounts are rolled into the main bank totals.  However, if the user chooses a 

sub-bank only and checks the Include Sub Banks flag, the sub-bank information is displayed individually. 
 

 
A sample report follows: 
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Perfect Attendance 

The Perfect Attendance Report allows you to print a listing of employees having perfect attendance based on a selected 
attendance code(s) and reporting date range.  The Attendance Code lookup provides the ability to indicate those codes 
that are to be included in perfect attendance.  When selecting a specific attendance code that is to be included in perfect 
attendance and running the report for a specific employee group, any employees who have an attendance bank but DO 

NOT HAVE "days taken" for that attendance code will display on the report.  This report is useful if your facility gives out 

awards for perfect attendance. 
 

Access to Perfect Attendance Report 

1. Open the Reports menu tree. 
 

2. Open the Attendance Reports menu tree. 
 

3. Click the Perfect Attendance option. 
 

 

The Perfect Attendance Report window displays. 
 

 
 
 

Use this window to select reporting criteria. 

 
 

1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
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2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User Login record. 

 
4. Select the attendance code(s) to be included in the report.  Choose All to report on all attendance codes.  Use 

the drop-down to change the option to Selection; then use the search  to select one or a range of 
attendance codes. 

 

5. Select the primary and secondary sorting criteria.  Information can be sorted alphabetically by employee name, 
numerically by employee ID, alphabetically by employee group, or alpha-numerically by building. 

 
6. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Inactive, 

Temporary, Retired, and/or On-Leave. 
 

7. Enter the date range to run the report for. 
NOTE:  The report will search the attendance banks for events recorded as Units Taken in the selected 
attendance banks during only the specified reporting period date range. 
 

8. Click  to generate the report. 
 

 
 

The Perfect Attendance Report provides the following information for each employee group (appointment) attendance 
bank:  employee name, employee number, employee group, position, primary building, and employee status (e.g., Active, 

Temporary, etc.).  A sample report follows: 
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Time Summary Listing 

The Time Summary Listing checks each appointment absent bank and provides an analysis of the prior balance, annual 
accrual, units donated to attendance bank/pool, units taken from attendance bank/pool, units taken, and units available 

in all or selected attendance banks based on the specified date range.  Grand totals are provided on the last page of the 
report based on the reporting criteria selected. 
 

Access to Time Summary Listing 

1. Open the Reports menu tree. 

 
2. Open the Attendance Reports menu tree. 

 
3. Click the Time Summary Listing option. 

 

 

The Time Summary Listing window displays. 
 

 
 
 

Use this window to select reporting criteria. 

 
 

1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
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2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User Login record. 

 
4. Select the attendance code(s) to be included in the report.  Choose All to report on all attendance codes.  Use 

the drop-down to change the option to Selection; then use the search  to select one or a range of 
attendance codes. 

 

5. Select your primary and secondary sorting criteria.  Information can be sorted alphabetically by employee 
name, alphabetically by employee group, alpha-numerically by building, or alphabetically by attendance code. 

 
6. Enter the fiscal year or date range the report is being run for.  Check the Prior Year box to generate a report 

with information from the previous year. 
NOTE:  The date range cannot span more than one fiscal year.  The report will reflect the attendance events 
recorded as Prior Balance, Earned Accruals, Donation, Taken from Attendance Bank, Units Taken, and Available 
Amount in the Sick, Personal, Vacation, and Comp Time attendance banks during only the specified reporting 
period date range. 
 

7. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Inactive, 
Temporary, Retired, and/or On-Leave. 

 

8. Set the Sub Total by Primary Sort to YES if subtotals are to be provided based on the primary sort selection.  
Choose NO if the report should list attendance detail with no subtotals. 

 

9. Click  to generate the report. 

 
 

 
The Time Summary Listing provides the following information for each employee appointment attendance:  employee ID 

number, employee name, employee group, position, primary building, attendance code, reporting period prior balance 
amount, reporting period annual accrued amount, reporting period donated amount, reporting period taken from bank, 

reporting period taken amount, and reporting period amount available.  Any Taken and Available amounts from 

attendance codes that are charged to other attendance codes (e.g., Family Sick charged to Sick, etc.) are rolled into the 
main attendance code totals when running the report for ALL codes. 

 
 

A sample report follows: 
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Substitute Call Listing 

The Substitute Call Listing is a report of individuals who can substitute for other employees.  Employees can be 
substitutes if they are linked to employee groups where the Substitute flag is checked in Employee Group Setup.  The 

report provides the employees’ primary phone number and default building. 
 

Access to Substitute Call Listing 

1. Open the Reports menu tree. 

 

2. Open the Attendance Reports menu tree. 
 

3. Click the Substitute Call Listing option. 
 

 
The Substitute Call Listing window displays. 

 

 

 
 

 

Use this window to select reporting criteria. 
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1. Use the drop-down to indicate the Sort By option:  Employee or Position Appointment. 

 
2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the position appointment(s) to be included in the report.  Choose All to report on employees in all 

position appointments.  Use the drop-down to change the option to Selection; then use the search   to select 

one or a range of position appointments. 

 
4. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 
User Login record. 

 
5. Use the Show Private Numbers box to specify if PRIVATE phone numbers are to be displayed on the report.  

When this box is unchecked, if an employee has a phone number flagged as Private on the Personal  

Information – Contact Info tab in Employee Information, the phone number does not display on the report.  
When this box is checked, if an employee has a Private phone number, the actual phone number is displayed on 

the report. 
 

6. Click  to generate the report. 
 

 
 

The Substitute Call Listing provides the following information:  employee name, employee ID, position appointment, 
phone number and description (e.g., home, office, cell, etc.), private and primary phone flags, building name and default 

building flag.  A sample report follows: 
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Substitute Listing 

The Substitute Listing is a report of individuals who substituted for another employee during a specified date range.  
Subtotals of the number of days/hours worked in the reporting date range can be printed for each substitute. 

 

Access to Substitute Listings 

1. Open the Reports menu tree. 

 
2. Open the Attendance Reports menu tree. 

 
3. Click the Substitute Listing option. 

 

 

The Substitute Listings window displays. 
 

 
 
 

Use this window to select reporting criteria. 

 



Finance Manager    nVision HR Reports 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             59  
www.financemgr.com 

 

1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 

 
2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User Login record. 
 

4. Select the attendance code(s) to be included in the report.  Choose All to report on all attendance codes.  Use 

the drop-down to change the option to Selection; then use the search  to select one or a range of 
attendance codes. 

 
5. Select your primary and secondary sorting criteria.  Information can be sorted alphabetically by employee 

name, alphabetically by employee group, alpha-numerically by building, or alpha-numerically by attendance code. 

 
6. In the Date field, enter the fiscal year or date range the report is being run for.  The report will reflect the 

attendance events where a substitute filled in for another employee during the selected date range. 
 

7. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Inactive, 
Temporary, Retired, and/or On-Leave. 

 
8. Use the Sub Total by Employee box to indicate if subtotals of the total number of days/hours worked during 

the reporting date range are to be provided for each substitute employee. 
 

When set to NO, the report shows each attendance detail event for each substitute. 

 
When set to YES, the report shows each attendance detail event, then provides a subtotal of the number of units 

for each substitute during the date range selected. 
 

9. Click  to generate the report. 
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The Substitute Attendance Report provides the following information:  building code and description, substitute employee 
name, substitute employee number, substitute employee group, date substituted, day of the week substituted, 

attendance event code, number of units, and individual who they substituted for.  Subtotals are provided for each 
substitute if selected. 

 

A sample report follows: 
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YTD Attendance Balance Report 

The YTD Attendance Balance Report provides a listing of individuals who donated or took time as of the current date or 
any specified date. 
 

Access to YTD Attendance Balance Report 

1. Open the Reports menu tree. 
 

2. Open the Attendance Reports menu tree. 

 
3. Click the YTD Attendance Balance option. 

 
 

 

The YTD Taken Attendance Balance Report window displays. 
 

 
 
 

Use this window to select your reporting criteria. 
 

 
 

1. Select the attendance code(s) to be included in the report.  Choose All to report on all attendance codes.  Use 

the drop-down to change the option to Selection; then use the search  to select one or a range of 
attendance codes. 
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2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 
of employee groups. 

 

3. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 

 

4. Enter the As of Attendance Date.  Use the drop-down arrow to display an on-line calendar.  The report reflects 
the applicable attendance information based on the date entered. 

 
5. Select the primary and secondary sort options.  Information can be sorted by employee name, employee 

group, or attendance code. 
 

For example, you can choose a Primary sort by Employee Group and a Secondary sort by Employee Name.  That 

means that report data would be sorted in order of employee group first; then within each group, information is 
sorted alphabetically by employee name. 

 
6. Use the Employees Status portion of the window to indicate which employee statuses are to be included or 

excluded from the report.  Check the box that precedes the status(es) of the employees to be included in the 

report.  Leave the box unchecked if employees in a particular status should be excluded.  Choose to 
include/exclude employees who are Active, Inactive, Temporary, Retired, and/or On-Leave. 

 

7. Click  to generate the report. 

 
 

 
The YTD Taken Attendance Balance Report provides the following information:  employee name, employee number, 

employee group, attendance code, amount donated, amount taken, and total amount taken. 
 

A sample report follows: 
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Benefits Reports 

Benefit Census 

The Benefit Census Report provides an up-to-date, alphabetical listing of employees who have benefits (e.g., health, 
dental, life insurance, disability, etc.) from a selected or all provider(s).  The report provides additional options to include 

the employee’s marital status, salary, and inactive benefits. 
 

Access to Benefit Census 

1. Open the Reports menu tree. 
 

2. Open the Benefits Reports menu tree. 

 
3. Click the Benefit Census option. 

 
 

The Benefit Census Report window displays. 
 

 

 
 
 

Use this window to select reporting criteria. 
 

 

1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
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2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User Login record. 

 
4. Select the benefit(s) to be included in the report.  Choose All to report on all benefits.  Use the drop-down to 

change the option to Selection; then use the search  to select one or a range of benefits. 
 

5. Select the report sort options.  Information can be sorted by employee name or employee ID. 

 
6. Leave the Include Salary in Report box checked to include the employee’s hourly rate, daily rate, salary 

(entitlement), and supplemental earnings on the report.  The hourly and daily rates will only be displayed if 
today’s date (the date the report is being run for) falls within the starting/ending date range of the earnings.  

Uncheck the Include Salary in Report box to exclude any salary or earnings information. 

 
7. Leave the Include Marital Status box checked to display the employee’s marital status (Married, Single, etc.) 

on the report.  Uncheck the Include Marital Status box to exclude the marital status of the employee. 
 

8. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 
to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Inactive, 

Temporary, Retired, Pending, and/or On-Leave. 

 
9. Leave the Include Inactive Benefits box checked to display employee benefit records that have ended prior to 

today’s date (the date the report is being run for).  To exclude benefits that have ended prior to today’s date, 
uncheck the box. 

 

10. Check the Page Break by Employee box if each page of the report should display the benefit information for 
one employee only.  To have benefit information display continuously (not break to a new page for each 

employee), leave the box unchecked. 
 

11. Click  to generate the report. 
 

 
 

The Benefit Census Report provides the following information:  employee ID number, employee name, employee group, 
employee status (Active, Inactive, Temporary, etc.), date of birth, gender, marital status, hire date, hourly rate, daily 

rate, entitlement salary, supplemental earning, provider name, provider type (Health, Major Medical, Dental, etc.), 

coverage type (Individual, Family, etc.), starting/ending benefit date range, total benefit cost, employer cost, employee 
contribution, PR Deduction flag, period pay amount, and deduction limit.  

 
A sample report follows: 
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Benefit Listing 

The Benefit Listing Report provides a listing of employee benefits which can be sorted by provider, benefit type (e.g., 
health, dental, life insurance, disability, etc.), coverage type (e.g., Individual, Family, Head of the Household, etc.), or 

employee name.  The report provides additional options to include waived benefits and benefits that are active as of a 
specified date. 
 

Access to Benefit Listings 

1. Open the Reports menu tree. 

 
2. Open the Benefit Reports menu tree. 

 
3. Click the Benefit Listing option. 

 

 

The Benefit Listing Report window displays. 
 

 
 
 

Use this window to select reporting criteria. 
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1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 
of employee groups. 

 

3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 
User Login record. 

 

4. Select the benefit group(s) to be included in the report.  Choose All to report on all benefit groups.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of benefit 

groups.   
 

5. Select the coverage type(s) to be included in the report.  Choose All to report on all coverage types.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of coverage 
types. 

 

6. Choose the Group By order for benefit records.   
Group by Benefit Provider to display benefit records by provider, then in employee number order within each 

provider. 
Group by Benefit Group to display benefit records by benefit group, then in employee number order within each 

benefit group (e.g., Dental, Health, Major Medical, etc.). 
Group by Coverage Type to display benefit records by coverage type, then in employee number order within 

each coverage type (e.g., Family, Individual, etc.). 

Group by Employee Group to display benefit records by employee group, then in employee number order 
within each employee group.  

Group by Employee Name to display benefit records in alphabetical order by employee name. 
 

7. Using the drop-down arrow, choose the Benefits As Of date.  The system displays benefits that are ACTIVE 

based on the As Of date.  Example:  If an employee has a benefit that was Active from 07/01/03 through 
08/16/06, and the As Of date is set to 08/17/06, that benefit record is NOT displayed on the report.  Using that 

same employee and benefit, if the As Of date is set to 08/15/06, the benefit record IS shown on the report. 
 

8. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 
to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Inactive, 

Temporary, Retired, Pending, and/or On-Leave. 

 
9. Check the Include Waived Benefits box to include employee benefit records where the coverage type is 

Waived.  Leave the box unchecked to exclude waived benefits. 
 

10. Check the Include Inactive Benefits box to include employee benefits that are no longer active.  To exclude 

inactive benefits, leave the box unchecked. 
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11. Check the Separate Page for Each Group box to page break at the start of each provider, benefit type, 

coverage type, or employee name based on the Group By option selected.  To continuously display benefit 
information, with just one line of space in between the end of one grouping and the start of the next grouping, 

leave the box unchecked. 

 

12. Click  to generate the report. 
 

 
The Benefit Listings Report provides the following information:  employee ID number, employee name, employee group, 

position name, provider name, benefit group (Health, Major Medical, Dental, etc.), coverage type (Individual, Family, 

etc.), start/end date of the coverage ,employer cost with percentage (if applicable) and dollar amount, employee 
contribution with percentage (if applicable) and dollar amount, and total benefit cost.  

 
A sample report follows: 
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Employee Benefit Status 

The Employee Benefit Status Report provides a history of active and inactive employee benefits (e.g., health, dental, life 
insurance, disability, etc.) from all provider(s), along with a listing of the linked dependents who are covered under the 

benefits.  The report provides an option to include/exclude waived benefits. 
 

Access to Employee Benefit Status 

1. Open the Reports menu tree. 

 

2. Open the Benefit Reports menu tree. 
 

3. Click the Employee Benefit Status option. 
 

 

The Benefit Status Report window displays. 
 

 
 

 

Use this window to select reporting criteria. 
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1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 
of employee groups. 

 

3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 
User Login record. 

 

4. Indicate the sort option.  
Sort by Employee Name to display benefit records in alphabetical order by employee name. 

Sort by Employee ID to display benefit records in numerical order by employee identification number. 
 

5. Check the Include Inactive Benefits box to include employee benefits that are no longer active.  To exclude 

inactive benefits, leave the box unchecked. 
 

6. Check the Include Waived Benefits box to include employee benefit records where the coverage type is 
Waived.  To exclude waived benefits, leave the box unchecked. 

 
7. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Inactive, 

Temporary, Retired, Pending, and/or On-Leave. 
 

8. Click  to generate the report. 
 

 
 

The Employee Benefit Status Report provides the following information:  employee ID number, employee name, 
employee group, provider name, provider type (Health, Major Medical, Dental, etc.), coverage type (Individual, Family, 

etc.), employer cost, employee contribution, total benefit cost, linked dependent relationship to employee, dependent 

name, dependent date of birth, COBRA code, and COBRA starting and ending date range.  
 

 
A sample report follows: 
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Employee Benefit Waived 

The Employee Benefit Waived Report provides a listing of employees who have elected to waive health, dental, life 
insurance, or disability benefits from any provider. 
 

Access to Employee Benefit Waived 

1. Open the Reports menu tree. 
 

2. Open the Benefit Reports menu tree. 

 
3. Click the Employee Benefit Waived option. 

 
 

The Employees with Waived Benefits Listing window displays. 
 
 

 
 

Use this window to select reporting criteria. 

 

1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 

 
2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
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3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 
User Login record. 

 

4. Select the benefit group(s) to be included in the report.  Choose All to report on waived benefits in all benefit 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of benefit groups.  

 
5. Set the radio button to the appropriate sort option.   

Sort by Employee Name to display waived benefit records in alphabetical order by employee name. 
Sort by Employee ID to display waived benefit records in numerical order by employee identification number. 

 
6. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Inactive, 

Temporary, Retired, Pending, and/or On-Leave. 
 

7. Check the Include Inactive Benefits box to include employee waived benefits that are no longer active.  To 
exclude inactive waived benefits, leave the box unchecked. 

 

8. Click  to generate the report. 
 
 

 

 
The Employees with Waived Benefits Report provides the following information:  employee ID number, employee name, 

employee group, benefit group (Health, Major Medical, Dental, etc.), benefit coverage type, coverage starting date, and 
coverage ending date. 

 
A sample report follows: 
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Civil Service Reports 

Civil Service Report 

The Civil Service Report provides a listing of those non-instructional employees who have a civil service title linked to an 
active appointment and reflects the wages paid to those employees during a selected reporting date range.  The report 

provides options to include or exclude the following information:  hourly rate for Contractual/Annualized appointments, 

employees without earnings during the selected reporting period, Certification text on the last page, and employee social 
security number.  You can choose to print only civil service wages or show civil service and total wages paid. 
 

Access to Civil Service Report 

1. Open the Reports menu tree. 

 
2. Open the Civil Service Reports menu tree. 

 
3. Click the Civil Service option. 

 
 

The Civil Service Report window displays. 

 

 
 

Use this window to select reporting criteria. 
 

 
1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
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2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User Login record. 

 
4. Choose the appropriate sorting option: 

 alphabetically by employee name 
 in building order 

 in civil service title order 
 

5. Indicate the reporting Date Range.  nVision looks at the starting and ending date of the civil service records and 

validates those dates against the reporting date range.  If the ending date of the civil service record is NOT within 
the reporting date range, the employee is NOT included on the report.  If there are no starting and ending dates 

on the civil service record, the system assumes that the civil service record is still active and the employee IS 
included on the report.  The Wages Paid to the employee is the amount paid during the specified date range. 

 

6. Uncheck the Include Civil Service Title box to exclude the employee’s civil service title from the report.  
Leave the box checked to display the civil service title for all employees. 

 
7. Uncheck the Include Hours Per Week box to exclude the standard hours per week from the report.  Leave 

the box checked to display the standard hours per week, based on the Standard Hours in the employee 
appointment times the number of days worked per week.. 

 

8. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 
to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Inactive, 

Temporary, Retired, Pending, and/or On-Leave. 
 

9. Check the Include Hourly Rate for Contractual/Annualized box to display the hourly rate for Contractual 

and Annualized civil service appointments on the report.  Leave the box unchecked to display the annual salary 
only for Contractual and Annualized appointments. 

 
10. Uncheck the Include Employees Without Wages Paid box to exclude those civil service employees who 

had no wages paid during the reporting date range selected.  Leave the box checked to include employees who 

were not paid any wages during the reporting date range. 
 

11. Uncheck the Include Certification Text box to exclude the last page of certification text from the report.  
Leave the box checked to include the certification text and signature on the last page of the report. 

 
12. Uncheck the Include Social Security Number box to exclude the employee’s social security number.  Leave 

the box checked to include the employee’s social security number on the report. 

 
13. Check the Include Only Civil Service Wages Paid box to only include the wages paid that were either 

attached to an appointment that is linked to a civil service title OR flagged as Civil Service Earnings when 
recorded on the Enter Additional Earnings window.  Leave the box unchecked to include all wages paid to the 

employee within the reporting period, including those wages that are NOT linked to a civil service appointment or 

flagged as civil service earnings. 
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14. This next field is enabled only if the Include Only Civil Service Wages Paid box is UNCHECKED. 
Check the Include Civil Service Wages and Total Wages Column box if one report column should display 

the amount of civil service wages paid and a second report column should display the total wages paid for each 
employee.   

Leave the box unchecked to display one column reflecting all wages paid. 

 

15. Click  to generate the report. 
 

 
The Employee Civil Service Listing provides the following information:  employee name, social security number, 

retirement number, primary building, civil service code, civil service type (e.g., Permanent, Probationary, Provisional, 

etc.), civil service title, hours per week, standard period pay amount, current FTE salary based on the reporting date 
range for Contract and Annualized employees/hourly rate for Hourly employees/daily rate for Per Diem employees, civil 

service wages paid during the report period, and total wages paid.  The grand total wages paid is displayed.  If including 
certification text, the last page of the report provides certification of department head text and a signature line to confirm 

the validity of the report information.  Sample report pages follow: 
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Civil Service Journal 

The Civil Service Journal option prints the standard Payroll Transaction Journal but includes the employee’s civil service 
code and civil service title.  The report provides options to print summary or detail information, show only employees who 

have a civil service title, include the employee’s social security and/or retirement numbers, and/or include inactive 
employees. 
 

Access to Civil Service Journal 

1. Open the Reports menu tree. 

 
2. Open the Civil Service Reports menu tree. 

 
3. Click the Civil Service Journal option. 

 

 
The Civil Service Journal window displays. 

 

 
 
Use this window to select reporting criteria. 
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1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 

 
2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User Login record. 
 

4. Choose a primary, secondary, and tertiary sort.  
 

Primary Sort - Information can be sorted in one of the following 6 ways: 

alphabetically by employee name 
ascending order by check date 

ascending order by check number 
numerically by social security number 

alphabetically by employee group 

alphabetically or numerically by building 
 

Secondary Sort – Based on your selection for the Primary Sort, choose the secondary sorting option.  The 
Primary and Secondary sorting options must be different. 

 
Tertiary Sort  - Based on your selections for the Primary and Secondary Sorts, choose the tertiary sorting 

option.  The Primary, Secondary, and Tertiary sorting options must be different. 

 
5. Enter the starting and ending payroll check date range.  Run a report for one payroll date by entering the 

same date in the starting and ending date fields. 
 

6. Choose the type of data to display on the report. 

 
Set the radio button to Summary to display only totals for the selected payroll. 

 
Set the radio button to Detail to display detailed payroll information for each employee.  

 

7. Leave the Show Civil Service Wages Paid Only box checked to show only those employees who have 
earnings within the payroll period that are linked to a civil service area type.  With this setting, any employee in a 

Non-Civil Service type position will NOT display on the report.  Uncheck the Show Civil Service Wages Paid 
Only box to include employees with a civil service title, as well as those without a civil service title, who have 

earnings within the selected payroll period. 
 

8. Leave the Include Inactive Employees box checked to display those employees with an INACTIVE 

employment status.  To exclude inactive status employees, uncheck the box. 
 

9. Leave the Include Social Security Number box checked to display the employee’s FULL social security number 
on the report.  To exclude the social security number, uncheck the box. 

 

10. Leave the Include Retirement Number box checked to display the employee’s retirement number on the 
report.  To exclude the retirement number, uncheck the box. 

11. Click  to generate the report. 



Finance Manager    nVision HR Reports 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             80  
www.financemgr.com 

 
 

The Summarized Civil Service Payroll Journal provides the following information:  Payroll Transaction Totals (gross to 

net pay) and number of checks, number of transfers, and number of checks issued for the payrolls appearing on the 
journal with the check number range. 

 
In addition to the information provided in the Summarized Civil Service Payroll Journal, the Detailed Civil Service 

Payroll Journal report includes the following information for each employee:  employee name; employee ID number; 
building; social security number (only if selected); civil service codes and titles associated with the appointment being 

paid from; check number; check date; check type; federal/state filing status and exemptions; retirement number (only if 

selected); current gross, FICA, Medicare, EIC, Federal, State, City, and Net Pay; hours worked (for Annualized hourly 

employees only); year-to-date gross, FICA, Medicare, EIC, Federal, State, City, and Fiscal Gross; contract/entitlement 

amount (total appointment entitlement for Contract and Annualized employees only); contract breakdown of earnings and 
accounts; other earnings breakdown of earnings type, units, rate, accounts, and extended amounts; and voluntary 

deduction breakdown of deduction type and amount.  The last page of the report reflects certification text, where the 
Payroll Officer can sign his/her name on the blank line after verifying that the report information is correct. 

 
NOTE:  When running the Civil Service Journal with the Include Inactive Employees option checked and the Show Civil Service Wages 
Paid Only option unchecked, the Payroll Totals will tie out to the totals on the Payroll Transactions Journal (After Checks Printed) 
when running both reports for the same payroll periods. 

 

A sample report follows: 
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Educational Information Reports 

Approved Courses Pending 

The Approved Courses Pending generates a report of courses that are being tracked through the Education window on 
the Professional Information folder in Employee Information and that have no GRADE specified and are considered 

pending or incomplete.  If using Course Codes, a report can be generated for a selected course code(s) and/or a course 

type(s) (e.g., Graduate, Inservice, Undergraduate, etc.). 
 

Access to Approved Courses Pending 

1. Open the Reports menu tree. 

 

2. Open the Education Reports menu tree. 
 

3. Click the Approved Courses Pending option. 
 

The Approved Courses Pending Report window displays. 
 

 

 
 
 

Use this window to select reporting criteria.   
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1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 
of employee groups. 

 

3. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 
NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User Login record. 

 
4. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User Login record. 

 
5. Select the course(s) to be included in the report.  Choose All to report on all courses.  Use the drop-down to 

change the option to Selection; then use the search  to select one or a range of course codes. 

 
6. Select the course type(s) to be included in the report.  Choose All to report on all course types.  Use the drop-

down to change the option to Selection; then use the search  to select one or a range of course types. 
 

7. Check the box(es) that precedes the status(es) of the employees to include in the report.  Leave the box(es) 

unchecked to exclude employees in a particular status.  Choose to include/exclude employees who are Active, 
Inactive, Temporary, Retired, Pending, and/or On-Leave. 

 
8. Indicate the sort order for the report. 

 

Set the radio button to Employee Name to sort pending course records in alphabetical order by employee 
name. 

 
Set the radio button to Employee ID to sort pending course records in numerical ascending order by employee 

number. 
NOTE:  Regardless of how the primary sort is set, the secondary sort is by Course Completion Date. 

 

9. Set the Total by Employee radio button to YES if the report should provide the total number of credits pending 
for each employee.  If pending education information is to display continuously without totals per employee, set 

the radio button to NO. 
 

10. Click  to generate the report. 
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The Approved Courses Pending Completion Report provides the following information:  employee ID number, employee 

name, course code (if used) or blank (if course codes are NOT used by your facility), course description, course type 
(e.g., G – Graduate, U – Undergraduate, I – Inservice, etc.), course provider, number of pending credits, and pending 

completion date.  The report concludes with the total number of pending courses and pending credits. 

 
 

A sample report follows: 
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Employee Educational Listing 

The Employee Educational Listing provides a list of coursework that is being tracked for the employee through the 
Education window on the Professional Information folder in Employee Information.  Choose to restrict the report to 

employees within a selected employee group, building, and/or department.  In addition, choose to include completed 
courses based on a selected date range and pending courses that have not yet been completed.  The report can be 

sorted by employee name, employee number, employee group, or building. 
 

Access to Employee Educational Listing 

1. Open the Reports menu tree. 
 

2. Open the Education Reports menu tree. 
 

3. Click the Employee Educational Listing option. 

 
 

The Employee Educational Listing window displays. 
 

 
 

Use this window to select reporting criteria. 
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1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 
of employee groups. 

 

3. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 
NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User Login record. 

 
4. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User Login record. 

 
5. Select the course(s) to be included in the report.  Choose All to report on all courses.  Use the drop-down to 

change the option to Selection; then use the search  to select one or a range of course codes. 

 
6. Select the course type(s) to be included in the report.  Choose All to report on all course types.  Use the drop-

down to change the option to Selection; then use the search  to select one or a range of course types. 
 

7. Check the box(es) that precedes the status(es) of the employees to include in the report.  Leave the box(es) 

unchecked to exclude employees in a particular status.  Choose to include/exclude employees who are Active, 
Inactive, Temporary, Retired, Pending, and/or On-Leave. 

 
8. Choose to sort the report by one of the following ways: 

alphabetically by employee name 

numerically by employee ID number 
alphanumerically by employee group 

alphanumerically by building 
 

NOTE:  Regardless of how the primary sort is set, the secondary sort is by Course Completion Date. 
 

9. Use the Date Criteria portion of the window to specify which educational records are to be displayed on the 

report. 
 

Set the radio button to All Dates to include educational records where a Completion Date was indicated, as well 
as those where the completion date is blank. 

 

Set the radio button to Date Range to include educational records that have a completion date between the 
starting and ending date range specified.  This option will NOT include educational records where the completion 

date is blank. 
 

10. Check the Page Break by Employee box if each page of the report should display the educational information 
for one employee only.  If educational information is to be displayed continuously (not break to a new page for 

each employee), leave the box unchecked. 
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11. Check the Include Pending Classes box to include both Completed courses (records where a Grade was 

entered) and Pending courses (records where there is no Grade entered).  Uncheck the box to include only 
Completed courses where a grade was entered. 

 

12. Click  to generate the report. 
 
 

The Employee Educational Listing includes the following information:  employee name, employee ID number, primary 
employee group, primary building, primary department, course completion date (if applicable), course description, course 

provider, course type (Inservice, Graduate, etc.), credits, and grade.  For each employee, the report provides totals based 

on the courses that have a Completion Date and a Grade.  The report provides the total number of credits. 
 

A sample report follows: 
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PDP Course Listing 

The PDP Course Listing allows you to generate a report containing coursework being tracked that apply to the employee’s 
professional development plan.  All the course records reflected on this report have PDP detail information entered on the 

Education tab under the Professional Information folder in Employee Information.  The report provides the option to print 
the total number of clock hours for the certification code. 
 

Access to PDP Course Listing 

1. Open the Reports menu tree. 

 
2. Open the Education Reports menu tree. 

 
3. Click the PDP Course Listing option. 

 
 

 

The PDP Course Listing window displays. 
 

 
 

Use this window to select reporting criteria.  
 

 
 

1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
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3. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 
NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User Login record. 

 
4. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 
User Login record. 

 
5. Select the course code(s) to be included in the report.  Choose All to report on all courses.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of course codes. 

 
6. Choose to sort the report by one of the following ways: 

numerically by employee ID number 
alphabetically by employee name 

alphabetically by course code 

 
7. Check the box(es) that precedes the status(es) of the employees to include in the report.  Leave the box(es) 

unchecked to exclude employees in a particular status.  Choose to include/exclude employees who are Active, 
Inactive, Temporary, Retired, Pending, and/or On-Leave. 

 
8. Check the Total by Certification Code box if the report should display the total clock hours for the certification 

code.  The report will total the number of clock hours for each course linked to the same certification code.  

Uncheck the Total by Certification Code box if you DO NOT want the report to display total clock hours by 
certification code. 

 

9. Click  to generate the report. 

 
 

 
The PDP Course Listing provides the following information:  employee name, employee ID number, course code, 

certification code, PDP category, approval date, approved by name, and clock hours.  The report provides total clock 

hours by certification code if the Total by Certification Code option was checked. 
 

A sample report follows: 
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Employee Reports 

Appointment Leave 

The Appointment Leave routine is used to print a report of employees who have a leave of absence that began within the 
specified reporting date range and was recorded on the Leave of Absence tab under the Appointment Information folder 

in Employee Information.  The report can be run by department, employee group, or position group.   
 

Access to Appointment Leave 

1. Open the Reports menu tree. 
 

2. Open the Employee Reports menu tree. 

 
3. Click the Appointment Leave option. 

 
 

The Appointment Leave Report window displays. 
 

 
 

Use this window to select reporting criteria. 

 
 

1. In the Start and End Date fields, enter the fiscal year or date range for the report.  Check the Prior Year box 
to report on last year’s information. 
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2. Using the Group By drop-down, indicate the way in which information is to be grouped – by Department, 

Employee Group, or Position Group. 
 

3. Using the Position Sort By drop-down, indicate the way in which information is to be sorted – by Position ID 

or Position Name.  
 

4. Select the position(s) to be included in the report.  Choose All to report on employees in all positions.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of positions. 

 

5. Based on the Group By option selected in step 2, select the department(s), employee group(s), or position 
group(s) to be included in the report.  Choose All to report on employees in all departments, employee groups, 

or position groups.  Use the drop-down to change the option to Selection; then use the search  to select one 
or a range of departments, employee groups or position groups. 

 

6. Click  to generate the report. 
 
 

 

The Appointment Leave Report provides a listing of those employees who are on leave based on the selected reporting 
criteria.  The report includes the position ID, position name, employee ID, employee name, start date/end date of the 

leave, and leave name.   
 

A sample report follows: 
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Appointment Listing 

The Appointment Listing routine is used to print a report of employee appointments based on selected criteria.  The 
report can be run by department, employee group, or position group. 
 

Access to Appointment Listing 

1. Open the Reports menu tree. 
 

2. Open the Employee Reports menu tree. 

 
3. Click the Appointment Listing option. 

 
 

The Appointment Listing window displays. 

 

 
 

Use this window to select the reporting criteria. 
 

 

1. Enter the appointment starting and ending date range.  Check the Prior Year box to report on appointment 
starting and ending dates from the previous year. 

 
2. Using the drop-down, choose the Group By option – by Department, Employee Group, or Position Group. 

 
3. Using the drop-down, choose the Position Sort By option – by Position ID or Position Name.  

 

4. Select the position(s) to be included in the report.  Choose All to report on employees in all positions.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of positions. 
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5. Based on the Group By option selected in step 2, select the department(s), employee group(s), or position 
group(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down to change the 

option to Selection; then use the search  to select one or a range of items. 
 

6. Click  to generate the report. 
 

 
The Appointment Listing Report provides a listing of those employees who have or had an active appointment during the 

selected reporting criteria.  The report includes the position ID, position name, employee ID, employee name, 

appointment start date/end dates, board meeting start/end dates, and position FTE.  Position, Department, and Employee 
Group FTE subtotals are provided based on the selected group by option.  The report concludes with the grand total FTE. 

 
A sample report follows: 
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Birthday Listing 

The Birthday Listing routine is used to print a report of employees and their birth dates, sorted in month and day order.  
Within each day, the report can be sorted alphabetically by employee name or numerically by employee number. 
 

Access to Birthday Listing 

1. Open the Reports menu tree. 
 

2. Open the Employee Reports menu tree. 

 
3. Click the Birthday Listing option. 

 
 

The Birthday Listing window displays. 

 

 
 
 

Use this window to select the reporting criteria. 
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1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Employee Name or 
Employee ID.  NOTE:  The primary sort is in day order.  Within each day, the report is sorted in employee 

name order. 
 

2. Select the employee(s).  Choose All to report on all employees.  Use the drop-down to change the option to 

Selection; then use the search  to select one or a range of employees. 

 

3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 

 
4. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 
NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User record. 
 

5. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 
 

6. Use the drop-down to specify the starting and ending months to be included on the report.  To run a report 

for December birthdays only, choose December as the starting and ending month. 
 

7. Set the Break by Month drop-down to Yes if the report should begin a new page at the start of each new 
month.  Set the Break by Month drop-down to No if the report should print continuously without page 

breaking. 
 

8. Set the Include Birthdays drop-down to Known to include only known birthdays.  The report excludes blank 

birthdays from the Employee Information window. 
 

Set the Include Birthdays drop-down to Unknown to include only blank birthdays.  Any employee who has a 
birthday other than blank on the Employee Information window is excluded.  

 

Set the Include Birthdays drop-down to All to include all employees (employees with and without birthdays on 
the Employee Information window). 

 
9. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Temporary, 
Inactive, Retired, On-Leave, and/or Pending. 

 

10. Click  to generate the report. 
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The Birthday Listing includes the following information for each month:  day of the month, employee name, employee ID 

number, building, department, employee group, and date of birth.  
 

 

A sample report follows: 
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Date of Birth Listing 

The Date of Birth Listing routine is used to print a report of employees and their birth dates, sorted in employee name, 
employee number, or date of birth order.  Unlike the Birthday Listing, this report can display employees in order of oldest 

to youngest. 
 

Access to Date of Birth Listing 

1. Open the Reports menu tree. 

 

2. Open the Employee Reports menu tree. 
 

3. Click the Date of Birth Listing option. 
 

 

The Date of Birth Listing window displays. 
 

 
 

 
Use this window to select the reporting criteria. 

 

1. Indicate the Sort By option – by Date of Birth, Employee Name or Employee ID. 
 

2. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 

 

3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
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4. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 
NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User record. 

 
5. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 
User record. 

 
6. Use the Date Range fields to restrict the report to employees born between a selected range of birthdates or on 

a specific date.  Use the drop-down arrow to select a starting and ending date from the on-line calendar. 
 

7. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Temporary, 
Inactive, Retired, On-Leave, and/or Pending. 

 

8. Click  to generate the report. 

 
The Date of Birth Listing includes the following information:  date of birth (in MM/DD/YYYY format), employee age as of 

the date displayed in the report header, employee ID number, employee name, building, employee group, and 
department.   A sample report follows. 
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EEOC (EEOC-5) 

This routine provides the ability to file a report to the Equal Employment Opportunity Commission when required.  The 
appropriate EEOC Type is defined for each position in the Position Information table.  The EEOC Type identifies the 

appropriate reporting line for the employee on the EEOC Report. 
 

Access to EEOC Reporting 

1. Open the Reports menu tree. 

 

2. Open the Employee Reports menu tree. 
 

3. Click the EEOC (EEOC-5) option. 
 

 

The EEOC Report window displays. 
 

 
 

 

Use this window to specify reporting criteria. 
 

 
1. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

2. Set the Report Type drop-down to Summary to display only summarized statistics for each reporting group. 
 

Set the Report Type drop-down to Detail to display detailed employee information along with the summarized 

statistics for each reporting group. 
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3. If the Report Type is set to Detail, use the Sort By drop-down to specify the way in which information is to be 

displayed. 
 

Set the drop-down to Building to list building statistics for each EEOC reporting line.  

 
 

Set the drop-down to Employee Name to list employee name details for each EEOC reporting line. 
 

4. Click  to generate the report. 
 

 

Reporting Errors 

The first page of the EEOC Report will display a count of the number of employees where errors were encountered, 
including employee name, employee ID number, building, employee group, and any data errors.  The most common error 

is “Unknown Ethnic Type”, meaning that the employee does not have a valid ethnicity code.  According to EEOC 

guidelines, all errors must be corrected.  In order to correct the Unknown Ethnic Type error, go to the Employee 
Information window and update the Ethnicity field to a value other than “blank”. 

 
 

Staff Statistics 

This portion of the report is divided into 3 sections:  
 

A. Full-Time Staff (Lines 1 through 19) 
Full Time “New Hires” will be reported in both the New Hire area and the Full Time section. 

 

B. Part-Time Staff (Lines 20 through 22) 
If the person has no active Contract, Annualized, Hourly, or Daily appointments with a 100% FTE as of the 10/1 

date, but is active on the system, they are reported as part-time. 
 

C. New Hires (Lines 23 through 28) 
This section provides information as of 10/1 of the report year.  Therefore only those ACTIVE employees who 

have a hire date of 7/1 through 9/30 of the report year will be reported. 

 
 

Reminder:  The report will only include ACTIVE employees (NOT Temporary) since temporary employees are NOT 
reportable. 

 

 
 

For each reporting line, the report displays a count of the number of male and female employees by ethnicity.  If a Detail 
report by Employee Name was selected, the report will display a detail line for each employee, including the employee 

number, employee name, primary employee group, primary building, gender, ethnicity, and running count. 

 
 

Sample reports follow: 
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Summary EEOC Report 
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Summary EEOC Report (cont’d) 
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Detailed EEOC Report by Building 
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Detailed EEOC Report by Building (cont’d) 
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Detailed EEOC Report by Building (cont’d) 
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Detailed EEOC Report by Building (cont’d) 
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Detailed EEOC Report by Building (cont’d) 
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Detailed EEOC Report by Employee Name 
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Detailed EEOC Report by Employee Name (cont’d) 
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Detailed EEOC Report by Employee Name (cont’d) 
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Detailed EEOC Report by Employee Name (cont’d) 
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Detailed EEOC Report by Employee Name (cont’d) 
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Employee Building Breakdown 

The Employee Building Breakdown provides a listing of building(s) and the employees work allocation within each 
building.  Building breakdowns are provided based on the selected employee(s), employee group(s), department(s), and 

building(s).  Options are included to report on primary position and active appointment only. 
 

Access to Employee Building Breakdown 

1. Open the Reports menu tree. 

 

2. Open the Employee Reports menu tree. 
 

3. Click the Employee Building Breakdown option. 
 

 

The Employee Building Breakdown Report window displays. 
 

 
 

 
Use this window to select the reporting criteria. 
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1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Building, 

Department, Employee Group, Employee ID, or Employee Name. 
 

2. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 

 
4. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 
NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User record. 
 

5. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 
 

5. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Temporary, 
Inactive, Retired, On-Leave, and/or Pending. 

 
6. Leave the Primary Position Only box checked to report only on the employee’s primary position.  Uncheck the 

box to report on all positions. 
 

7. Leave the Active Appointment Only box checked to report only on the employee’s active appointment(s).  

Uncheck the box to report on active and inactive appointments. 
 

8. Click  to generate the report. 
 

 
The Employee Building Breakdown includes the following information:  employee name, employee ID number, employee 

group, position, department, building, and percentage allocation. 
 

A sample report follows: 
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Employee Certification Listing 

The Employee Certification Listing generates a report detailing the professional certification area and status for selected 
employees.  Options are included to report on certifications achieved between a specified date range, certifications of a 

specific type (e.g., continuing, permanent, etc.), primary certifications only, certifications with blank dates, and/or blank 
certification types. 
 

Access to Employee Certification Listing 

1. Open the Reports menu tree. 

 
2. Open the Employee Reports menu tree. 

 
3. Click the Employee Certification Listing option. 

 

 
The Employee Certification Listing window displays. 

 

 
 

 

Use this window to select the reporting criteria. 
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1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Employee ID, 

Employee Name, Department, Building, Certification Code, or Certification Date. 
 

2. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 

 
4. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 
NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User record. 
 

5. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 
 

6. Select the certification type(s) to be included in the report.  Choose All to report on employees with all 

certification types.  Use the drop-down to change the option to Selection; then use the search  to select one 
or a range of certification types.  

 
7. Enter the Date Range to run the report for.  The report will reflect those certification records where the 

employee Certification Date falls within the selected date range. 

 
8. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Temporary, 
Inactive, Retired, On-Leave, and/or Pending. 

 

9. Check the Primary Certifications Only box to include employee primary certification areas only. 
 

10. Check the Include Dateless Certifications box to include those certification records that have no dates as well 
as those that do have dates.  Uncheck the box to ONLY include certifications with dates. 

 
11. Check the Include Blank Certification Types box to include those certification records that DO NOT have a 

certification type specified along with those that DO have a type.  Uncheck the box to ONLY include certification 

records containing a certification type. 
 

12. Click  to generate the report. 
 

 
The Employee Certification Listing includes the following information:  employee name, employee number, certification 

code with description), certification type, start date, end date, primary/non-primary certification flag, position code with 
description, building, and department. 

 

A sample report follows: 
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Employee Degree Listing 

The Employee Degree Listing routine is used to print a report of employees whose professional degree information  
(e.g., BA – Bachelor of Arts, MA – Master of Arts, etc.) is being tracked in Employee Maintenance.  The report provides 

the ability to print degree achievement information based on a selected degree completion date range.  
 

Access to Employee Degree Listing 

1. Open the Reports menu tree. 

 

2. Open the Employee Reports menu tree. 
 

3. Click the Employee Degree Listing option. 
 
 

The Employee Degree Listing window displays. 
 

 
 

 
Use this window to select the reporting criteria. 

 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Employee Name, 
Employee ID, Employee Group, or Building. 

 

2. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
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3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

4. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 
departments. 

NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User record. 
 

5. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 
 

6. In the Start and End Date fields, enter the date range to run the report for.  The report will reflect those 
employees whose degree was completed within the selected date range. 

 

7. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 
to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Temporary, 

Inactive, Retired, On-Leave, and/or Pending. 
 

8. Click  to generate the report. 
 

 
 
 

The Employee Degree Listing includes the following information:  employee name, employee ID number, primary 

employee group, primary building, primary department, degree code with description, grade point average (GPA), date 
degree was completed, and institution that awarded the degree.  A sample report follows: 
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Employee Demographic Change 

The Employee Demographic Change Report lists added, updated, or deleted demographic information in an employee 
record based on a selected starting and ending reporting date range.  The types of information reported are changes to 

the following: 
 

Information Where Found in nVision 

  

Employee Address Line1, 
Employee Address Line 2, 

City, State and Country, 
Postal Code 

Employee Information – Personal Information – Addresses tab 

Module Resource Shows whether the employee’s address was changed in the Employee 

Information – Personal Information – Addresses tab via either the Human 
Resources or Payroll module 

AESOP ID, Anniversary Date, 

Badge Number, Deceased 
Flag, Full/Part Time indicator, 

I9 Alien Number, I9 Expiration 
Date, I9 Immigration Status, 

Latest Hire Date, Original Hire 

Date, Prior Employment Years, 
Termination Date, Termination 

Reason, and Veteran flag 

Employee Information – Personal Information – Miscellaneous tab 

Building Note Employee Information – Appointment Information – Building Assignment tab 

Charter School Exemption, 

Contract Work Days, Education 
Level Code, PMF Assignment, 

Position Title, Professional 

Development Indicator, Report 
to Staff Snapshot Flag, and 

Staff Snapshot Start Date 

Employee Information – Professional Information – Annual Performance 

Review – Snapshot Codes tab 

Date of Birth, Ethnicity, First 

Name, Last Name, Middle 

Name, Prefix, Suffix, Gender, 
Hispanic flag, HR Active, PR 

Active flag, Marital Status, 
Payee Name, Pending flag, 

Retired flag, SS#, and Teacher 

ID 

Employee Information – Employee area at top of the window 

 

 

Access to Employee Demographic Change 

1. Open the Reports menu tree. 
 

2. Open the Employee Reports Menu tree. 
 

3. Click the Employee Demographic Change option.  
 

 

 
The Employee Demographic Change Report window displays. 
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Use this window to select the reporting criteria. 

 
 

1. Enter the Start and End Dates for the reporting period. 
 

2. Choose the sort for information on this report.  Information can be sorted by employee name or employee 

ID. 
 

3. Choose Yes to Group information by the Type of Demographic information.  Choose No to group by 
employee ID or employee name. 

 

4. In the Column(s) field, choose the demographic type(s) of information to include on the report.  Select one of 
the following options: 

 
Choose All to include All. 

 
                  OR  

Choose Selection to select specific criteria.  Use the lookup  to display and choose from a listing of options.  
Select one or multiple options by highlighting the appropriate item with your mouse while holding the Ctrl or Shift 

keys.  Then click OK. 
 

5. Leave the Include boxes checked to include demographic information that was added, updated, or deleted.  

Uncheck any of the Include boxes to exclude information that was added, updated, or deleted. 
 

6. Click . 
 

 
 

For each demographic information type selected, the Employee Demographic Change Report displays the following:  

employee ID, employee name, date the change was posted, previous value, and current value.   
 

A sample report follows: 
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Employee Dependent Listing 

The Employee Dependent Listing provides a list of the names of employees’ dependents.  The report can be sorted by 
employee name, employee number, dependent name, or dependent date of birth. 
 

Access to Employee Dependent Listing 

1. Open the Reports menu tree. 
 

2. Open the Employee Reports menu tree. 

 
3. Click the Employee Dependent Listing option. 

 
 

The Employee Dependent Listing window displays. 

 

 
 
 

Use this window to select the reporting criteria. 
 

1. Indicate the way in which information is to be sorted – by Employee Name, Employee ID, Dependent 

Name, or Dependent Date of Birth. 
 

2. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 

 

3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
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4. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 
NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User record. 

 
5. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 
User record. 

 
6. Set the Include SSN drop-down to NO to exclude the dependent’s social security number.   

 
Set the Include SSN drop-down to YES to include the dependent’s social security number.  

 

7. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 
to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Temporary, 

Inactive, Retired, On-Leave, and/or Pending. 
 

8. Click  to generate the report. 
 

 
 

The Employee Dependent Listing includes the following information:  employee name, employee ID number, dependent 

name, dependent relationship to employee, dependent social security number (if chosen), and dependent date of birth.  
When sorting by employee name or employee number, employee dependents are displayed alphabetically on the report. 

 
 

A sample report follows: 
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Employee Directory 

The Employee Directory Report provides a list of employee demographic information, including the employee address; 
primary position and position group’ primary building, department, and employee group; and default phone number and 

email address.  The report can be sorted by employee name, employee ID, department, position, employee group, or 
building.  Options are provided to display private phone numbers, employee photo, and/or prefix in employee name. 
 

Access to Employee Directory 

1. Open the Reports menu tree. 

 
2. Open the Employee Reports menu tree. 

 
3. Click the Employee Directory option. 

 

 
The Employee Directory Report window displays. 

 

 
 

 
Use this window to select the reporting criteria. 
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1. Using the Sort By drop-down, indicate the way in which you want information to be sorted – by Employee 

Name, Employee ID, Department, Position, Employee Group, or Building. 
 

2. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 

 
4. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 
NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User record. 
 

5. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change th e option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 
 

6. Use the Show Private Phone Numbers box to specify if PRIVATE phone numbers are to be displayed on the 

report.  When this box is unchecked, if an employee has a phone number flagged as Private on the Personal 
Information – Contact Info tab in Employee Information, the phone number does not display on the report.  

When this box is checked, if an employee has a Private phone number, the actual phone number is displayed on 
the report. 

 
7. Check the Show Employee Image box if the report is to display the employee’s photo from the Employee 

Information window.  Leave the box unchecked to exclude the employee photo. 

 
8. Check the Show Prefix in Name box if the report is to display the employee’s name prefix (e.g., Mr., Mrs., Dr., 

etc.), as defined on the Employee Information window.  Leave the box unchecked to exclude the employee’s 
name prefix. 

 

9. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 
to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Temporary, 

Inactive, Retired, On-Leave, and/or Pending. 
 

10. Click  to generate the report. 
 

 
The Employee Directory Listing includes the following information:  employee name, employee ID number, addresses, 

email addresses, phone numbers, primary position, position group, building, department, and employee group.  The 
employee’s private phone number, photo, and/or name prefix are displayed if selected.  

 

 
A sample report follows: 
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Employee Fingerprint 

The Employee Fingerprint Report routine provides the ability to print a listing of employee fingerprint records that are 
being tracked.  The report can be run for employees in all or selected employee groups, buildings, and/or departments.  

Options are provided to generate the report based on all or selected fingerprint statuses within a specified date range.  
The report reflects fingerprinting tracking details and the corresponding dates for each step taken in the fingerprinting 

process. 
 

Access to Fingerprint Report 

1. Open the Reports menu tree. 
 

2. Open the Employee Reports menu tree. 
 

3. Click the Employee Fingerprint option. 
 

 

The Employee Fingerprint Report window displays. 

 

 
 
 

Use this window to choose the reporting criteria. 
 



Finance Manager    nVision HR Reports 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             130  
www.financemgr.com 

 

 
To Generate the Report: 

 
1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Employee Name, 

Employee ID, Department, Fingerprint Status, Employee Group, Building, or Fingerprint Date. 

 
2. Choose the Secondary Sort By option.  Based on the selection for the Primary Sort, choose the secondary 

sorting option.  The Primary and Secondary sorting options must be different. 
 

3. Based on the selections for the Primary and Secondary Sorts, choose the tertiary sorting option.  The Primary, 
Secondary, and Tertiary sorting options must be different. 

 

4. Specify the Starting and Ending Fingerprint Date range to be included in the report.  Any records having a 
FINGERPRINT DATE within the range selected will be included on the report.  Run a report for one fingerprint 

date by entering the same date in the starting and ending date fields.  Check the Prior Year box to report on 
last year’s information. 

 

5. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees.  

 
6. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

7. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 

NOTE:  The Department lookup browser only contains those departments for which you were given permissions 
in your User record. 

 

8. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 
User record. 

 

9. Select the fingerprint status code(s) to be included in the report (i.e., Final Clearance, Action Required, etc.).  
Choose All to report on all fingerprint status records.  Use the drop-down to change the option to Selection; 

then use the search  to select one or a range of fingerprint status codes. 
 

10. Check the Include Blank Dates box to include records where the Fingerprint Date is blank.  Leave the box 

unchecked to exclude records where the Fingerprint Date is blank. 
 

11. Click  to generate the report. 
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The Employee Fingerprint Report includes the following information:  employee name, employee number, employee 

group, building, department, fingerprint status code and description, fingerprint date, fingerprint mailed date, clearance 
requested date, clearance granted date, intent to deny employment date, and termination notice date. 

 

A sample report follows: 
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Employee Evaluation 

The Employee Evaluation Report routine is used to print a report of employees whose evaluations were pending and/or 
completed based on a selected DUE DATE range.  Any employee evaluation record for which the Completion Date is 

entered is considered a completed evaluation.  Any employee evaluation record for which the Completion Date is blank is 
considered a pending evaluation.  The report can be sorted alphabetically by employee name, evaluation due date, or 

evaluation type. 
 

Access to Employee Evaluation Report 

1. Open the Reports menu tree. 
 

2. Open the Employee Reports menu tree. 
 

3. Click the Employee Evaluation option. 
 

 

The Employee Evaluation Report window displays. 
 

 
 
 

Use this window to select the reporting criteria. 
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To Generate the Report: 

 
1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 

 
2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 

NOTE:  The Department lookup browser only contains those departments for which you were given permissions 
in your User record. 

 
4. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 
User record. 

 
5. Select the evaluation type(s) to be included in the report.  Chose All to report on all evaluation types.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of evaluation 

types. 
 

6. Set the appropriate sorting method: 
 by employee Name, 

 by Evaluation Due Date, then by employee name within each date, 

 by Evaluation Type, then by employee name within each type  
 

7. Indicate which evaluations are to be included in the report. 
Choose Completed Evaluation to report on only those records that have an evaluation date. 

Choose Pending Evaluation to report on only those records where the evaluation date is blank. 

Choose All to report on both completed and pending evaluations. 
 

8. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 
to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Temporary, 

Inactive, Retired, On-Leave, and/or Pending. 
 

9. Use the Date Range fields to restrict the report to employees with completed or pending evaluations that have a 

DUE DATE between a selected range of dates or on a specific date.  Use the drop-down arrow to select a starting 
and ending date from the on-line calendar.  To run a report for completed or pending evaluations that have a 

DUE DATE for only one specific date, enter the same date in the starting and ending date fields. 
 

10. Check the Include Comments box to include any free-form evaluation comments in the report.  Leave the box 

unchecked to exclude evaluation comments. 
 

11. Click  to generate the report. 
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The Employee Evaluation Report includes the following information:  employee ID number, employee name, employee 

group, building, evaluation type, observation flag, evaluation due date, evaluation date, and evaluator name.  If the 
Evaluation Date field has a value, the evaluation was completed.  If the Evaluation Date field is blank, the evaluation is 

still pending. 

 
 

A sample report follows: 
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Employee Hire Date 

The Employee Hire Date routine generates a report which reflects employees with their hire or rehire date and calculated 
number of years in their primary position. 
 

Access to Employee Hire Date Listing 

1. Open the Reports menu tree. 
 

2. Open the Employee Reports menu tree. 

 
3. Click the Employee Hire Date option. 

 

 

 
The Employee Hire Date Report window displays. 

 

 

 
 

 
Use this window to specify the reporting criteria. 
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To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Employee Name, 
Employee ID, Last Hire Date, or Employee Group. 

 

2. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-

down to change the option to Selection; then use the search  to select one or a range of employees. 

 
3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all 

employee groups.  Use the drop-down to change the option to Selection; then use the search  to select 

one or a range of employee groups. 
 

4. Select the department(s) to be included in the report.  Choose All to report on employees in all 

departments.  Use the drop-down to change the option to Selection; then use the search  to select one 

or a range of departments. 

NOTE:  The Department lookup browser only contains those departments for which you were given 
permissions in your User record. 

 

5. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use 

the drop-down to change the option to Selection; then use the search  to select one or a range of 

buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in 

your User record. 

 
6. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box 

unchecked to exclude employees in a particular status.  Choose to include/exclude employees who are Active, 
Temporary, Inactive, Retired, On-Leave, and/or Pending. 

 

7. Click  to generate the report. 

 
 

 
 

The Hire Date Listing includes the following information:  employee name, employee ID, employee group, building, 

position, department, original hire date, last hire date, and number or years in position. 
 

 
A sample report follows: 
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Employee License Information 

The Employee License Information routine generates a report of employees who have a professional license based on the 
criteria selected.  License data is stored in the employee record on the License tab under the Professional Information 

folder in Employee Information. 
 

Access to Employee License Information 

1. Open the Reports menu tree. 

 

2. Open the Employee Reports menu tree. 
 

3. Click the Employee License Information option. 
 

 
 

The Employee License Information Report window displays. 

 
 

 
 
 

Use this window to specify the reporting criteria. 
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To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Employee Name, 
Employee ID, or License. 

 

2. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-

down to change the option to Selection; then use the search  to select one or a range of employees. 

 
3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all 

employee groups.  Use the drop-down to change the option to Selection; then use the search  to select 

one or a range of employee groups. 
 

4. Select the department(s) to be included in the report.  Choose All to report on employees in all 

departments.  Use the drop-down to change the option to Selection; then use the search  to select one 

or a range of departments. 

NOTE:  The Department lookup browser only contains those departments for which you were given 
permissions in your User record. 

 

5. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use 

the drop-down to change the option to Selection; then use the search  to select one or a range of 

buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in 

your User record. 

 
6. Select the license(s) to be included in the report.  Choose All to report on all licenses.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of licenses. 
 

7. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box 

unchecked to exclude employees in a particular status.  Choose to include/exclude employees who are Active, 
Temporary, Inactive, Retired, On-Leave, and/or Pending. 

 

8. Click  to generate the report. 

 
 

 
 

The Employee License Information report includes the following information: employee ID, employee name, license name 

and description, license date, license number, and any memos related to the license.  A sample report follows: 
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Employee Listing 

The Employee Listing routine is used to print a report of employees, along with their employee number, social security 
number (optional), employee status, employee group, building, and department. 
 

Access to Employee Listing 

1. Open the Reports menu tree. 
 

2. Open the Employee Reports menu tree. 

 
3. Click the Employee Listing option. 

 
 

The Employee Listing window displays. 
 

 
 
 

Use this window to select the reporting criteria. 

 
1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Employee Name, 

Employee ID, Department, Building, or Employee Group. 
 

2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 
of employee groups. 

 
3. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 
NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User record. 
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4. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 
User record. 

 

5. Check the Include SSN box to display the employee’s social security numbers on the report in XXX-XX-9999 
format.  To exclude the social security number, leave the box unchecked. 

 
6. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Temporary, 

Inactive, Retired, On-Leave, and/or Pending. 
 

7. Click  to generate the report. 
 

 
The Employee Listing includes the following information:  employee name, employee ID, social security number 

(optional), primary position, employee group, building, and department.  A sample report follows: 
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Employee Mailing Labels 

The Employee Mailing Labels routine provides the ability to print one or multiple mailing labels for one employee or a 
range of employees in one, multiple, or all employee groups, buildings, and/or departments.  The standard laser-printer 

label form for this routine is the Avery 5160 Address Label.  Options are provided to hide the address and choose the 
employee name display preference. 
 

Access to Mailing Labels 

1. Open the Reports menu tree. 

 
2. Open the Employee Reports menu tree. 

 
3. Click the Employee Mailing Labels option. 

 
 

The Employee Mailing Label Report window displays. 
 

 
 
 

Use this window to select the mailing label printing criteria. 
 

 
1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Employee Name, 

Employee ID, Department, Building, or Employee Group. 
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2. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 
of employee groups. 

 

4. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 
NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User record. 

 
5. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 

 
6. Use the Show Building drop-down to indicate the building, if any, to be printed in the bottom right-hand corner 

of the label. 
 

Choose Primary if the label should display the employee’s primary building. 

 
Choose Check if the label should display the employee’s check delivery building. 

 
Choose Both if the label should display both the employee’s check delivery and primary buildings. 

 
Choose None if the label should not display any buildings. 

 

7. Check in the box that precedes the status(es) of the employees to include in the report.  Leave the box 
unchecked to exclude employees in a particular status.  Choose to include/exclude employees who are Active, 

Temporary, Inactive, Retired, On-Leave, and/or Pending. 
 

8. Leave the Hide Address box unchecked to display the employee name and address on the label.  Check the 

Hide Address box if the label should simply display the employee name.  If you choose to hide the address, you 
can choose to print the employee name in a larger font by checking the Use Larger Font box.  

 
9. Choose the Employee Name Display Preference.  Select one of the following: 

Last Name, First Name  (Ex:  Smith, Jane) 

First Name Last Name   (Ex:  Jane Smith) 
 

10. Click  to generate the report. 
 

 

 

Sample labels follow: 
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Employee Name Change 

The Employee Name Change routine is used to print a report showing the names of employees who had their first or last 
name changed in the Employee Information table.  The change could have occurred due to a legal name change after a 

marriage/divorce or a simple misspelling of the name. 
 

Access to Employee Name Change 

1. Open the Reports menu tree. 

 

2. Open the Employee Reports menu tree. 
 

3. Click the Employee Name Change option. 
 
 

The Employee Name Change Report window displays. 

 

 

 
 
 

Use this window to select the reporting criteria. 

 
1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Employee Name or 

Employee ID. 
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2. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 
of employee groups. 

 

4. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 
NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User record. 

 
5. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 

 
6. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Temporary, 
Inactive, Retired, On-Leave, and/or Pending. 

 

7. Click  to generate the report. 
 
 

The Employee Name Change Report includes the following information:  current employee name, employee ID, previous 

employee name, and date that the employee name was changed.  
 

A sample report follows: 
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Employee Notes 

The Employee Notes Report allows you to print out the notes entered in the various folders within the employee record.   
Options are included to print notes for one, multiple, or all employees and notes for employees in one, multiple, or all 

employee groups, buildings, and departments. 
 

Access to Employee Notes 

1. Open the Reports menu tree. 

 

2. Open the Employee Reports menu tree. 
 

3. Click the Employee Notes option. 
 
 

The Employee Notes Report window displays. 

 

 
 

Use this window to select reporting criteria. 
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1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 
of employee groups. 

 

3. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 
NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User record. 

 
4. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 

 
5. Using the Sort By drop-down, indicate the way in which you want information to be sorted – by Employee ID 

or Employee Name. 
 

6. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Temporary, 
Inactive, Retired, On-Leave, and/or Pending. 

 
7. Use the Note Types to Include check boxes to include or exclude employee note information.  Place a check in 

the box that precedes the type of note to include in the report.  Uncheck the box(es) to exclude specific note 
types from the report. 

 

Addresses – Leave the box checked to display notes that were entered and flagged as ‘Addresses’ Note Types 
through the Employee Information routine in Human Resources.  Uncheck the box to exclude address note types. 

 
Attendance – Leave the box checked to display notes that were entered through the HR Daily Attendance 

routine.  Uncheck the box to exclude attendance notes. 

 
Benefits – Leave the box checked to display notes that were entered and flagged as ‘Benefits’ Note Types 

through the Employee Information routine in Human Resources.  Uncheck the box to exclude benefit note types. 
 

Buildings – Leave the box checked to display notes that were entered and flagged as ‘Buildings’ Note Types 

through the Employee Information routine in Human Resources.  Uncheck the box to exclude building note types. 
 

Certification – Leave the box checked to display notes that were entered and flagged as ‘Certification’ Note 
Types through the Employee Information routine in Human Resources.  Uncheck the box to exclude certification 

note types. 
 

Checklists – Leave the box checked to display notes that were entered and flagged as ‘Checklists’ Note Types 

through the Employee Information routine in Human Resources.  Uncheck the box to exclude checklists note 
types. 
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Contact Information – Leave the box checked to display notes that were entered and flagged as ‘Contact 
Information’ Note Types through the Employee Information routine in Human Resources.  Uncheck the box to 

exclude contact information note types. 
 

Degrees – Leave the box checked to display notes that were entered and flagged as ‘Degrees’ Note Types 

through the Employee Information routine in Human Resources.  Uncheck the box to exclude degrees note types. 
 

Dependents – Leave the box checked to display notes that were entered and flagged as ‘Dependents’ Note 
Types through the Employee Information routine in Human Resources.  Uncheck the box to exclude dependents 

note types. 
 

Education – Leave the box checked to display notes that were entered and flagged as ‘Education’ Note Types 

through the Employee Information routine in Human Resources.  Uncheck the box to exclude education note 
types. 

 
Emergency Contacts – Leave the box checked to display notes that were entered and flagged as ‘Emergency 

Contacts’ Note Types through the Employee Information routine in Human Resources.  Uncheck the box to 

exclude emergency contacts note types. 
 

Employee Information – Leave the box checked to display notes that were entered and flagged as ‘Employee 
Information’ Note Types through the Employee Information routine in Human Resources.  Uncheck the box to 

exclude employee information note types. 
 

Evaluations – Leave the box checked to display notes that were entered and flagged as ‘Evaluations’ Note 

Types through the Employee Information routine in Human Resources.  Uncheck the box to exclude evaluations 
note types. 

 
Fingerprinting – Leave the box checked to display notes that were entered and flagged as ‘Fingerprinting’ Note 

Types through the Employee Information routine in Human Resources.  Uncheck the box to exclude fingerprinting 

note types. 
 

Health Events – Leave the box checked to display notes that were entered and flagged as ‘Health Events’ Note 
Types through the Employee Information routine in Human Resources.  Uncheck the box to exclude health events 

note types. 

 
Health Notes – Leave the box checked to display notes that were entered and flagged as ‘Health Notes’ Note 

Types through the Employee Information routine in Human Resources.  Uncheck the box to exclude health notes 
note types. 

 
Leave History – Leave the box checked to display notes that were entered and flagged as ‘Leave History’ Note 

Types through the Employee Information routine in Human Resources.  Uncheck the box to exclude leave history 

note types. 
 

Miscellaneous – Leave the box checked to display notes that were entered and flagged as ‘Miscellaneous’ Note 
Types through the Employee Information routine in Human Resources.  Uncheck the box to exclude 

miscellaneous note types. 

 
Personal Information – Leave the box checked to display notes that were entered and flagged as ‘Personal 

Information’ Note Types through the Employee Information routine in Human Resources.  Uncheck the box to 
exclude personal information note types. 
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Position Appointments – Leave the box checked to display notes that were entered and flagged as ‘Position 
Appointments’ Note Types through the Employee Information routine in Human Resources.  Uncheck the box to 

exclude position appointment note types. 
 

Professional Information – Leave the box checked to display notes that were entered and flagged as 

‘Professional Information’ Note Types through the Employee Information routine in Human Resources.  Uncheck 
the box to exclude professional information note types. 

 
Retirement – Leave the box checked to display notes that were entered and flagged as ‘Retirement’ Note Types 

through the Employee Information routine in Human Resources.  Uncheck the box to exclude retirement note 
types. 

 

Seniority – Leave the box checked to display notes that were entered and flagged as ‘Seniority’ Note Types 
through the Employee Information routine in Human Resources.  Uncheck the box to exclude seniority note 

types. 
 

Tenure – Leave the box checked to display notes that were entered and flagged as ‘Tenure’ Note Types through 

the Employee Information routine in Human Resources.  Uncheck the box to exclude tenure note types. 
 

8. Click  to generate the report. 
 

 
 

 
The Employee Notes Report includes the following information:  employee name, employee ID, note type, note text, and 

created date.  A sample report follows: 
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Employee Task List 

The Employee Task List provides a report of uncompleted, completed, or all tasks for all or selected employees, as 
entered in the HR Employee Information – Task Lists folder.  
 

Access to Employee Task List 

1. Open the Reports menu tree. 
 

2. Open the Employee Reports menu tree. 

 
3. Click the Employee Task List option. 

 
 

The Employee Task List Report window displays. 
 

 
 
Use this window to select reporting criteria. 

 

 
1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

2. Select the task(s) to be included in the report.  Choose All to report on all employee task lists.  Use the drop-

down to change the option to Selection; then use the search  to select one or a range of employee task lists. 
 

3. Using the Sort By drop-down, indicate the way in information is to be sorted – by Employee ID, Employee 
Name, or Task Name. 
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4. Using the Task Types drop-down, choose the tasks to be reported on – All (Completed and Uncompleted 

Tasks), Completed (Employee Tasks having an entry in the Completed Date field), or Uncompleted (Employee 
Tasks where the Completed Date is blank). 

 

5. Click  to generate the report. 
 
 

 
The Employee Task List Report includes the following information:  employee name, employee ID, task list name, task list 

description, task name, task description, and completed date. 

 
 

A sample report follows: 
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Employee Teacher ID 

The Employee Teacher ID Report allows you to print a listing of employees who have a teacher ID and/or a blank teacher 
ID on the Miscellaneous tab in the Personal Information folder in Employee Information.  
 

Access to Employee Teacher ID 

1. Open the Reports menu tree. 
 

2. Open the Employee Reports menu tree. 

 
3. Click the Employee Teacher ID option. 

 
 

The Employee Teacher ID Report window displays. 

 
 

 
 

 
Use this window to select reporting criteria. 

 
 

1. Use the Include Teacher IDs drop-down to choose which employees should be included on the report. 
Choose All to include employees with either a teacher ID or a blank teacher ID. 

Choose Populated to include only those employees with a teacher ID. 

Choose Unpopulated to include only those employees with a blank teacher ID. 
 

2. Using the Sort By drop-down, indicate the way in information is to be sorted – by Employee Name, Employee 
ID, or Teacher ID. 

 

3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
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4. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 
to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Temporary, 

Inactive, Retired, On-Leave, and/or Pending. 
 

5. Click  to generate the report. 
 

 
 

The Employee Teacher ID Report includes the following information:  employee ID, employee name, teacher ID, primary 
building, and primary employee group. 

 

 
A sample report follows: 
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Mortality 

The Mortality Report is used to print a report of employees who are deceased.  These employees are flagged as deceased 
on the Leave History window on the Appointment Information folder in Employee Information Data Entry.  The report 

displays the employee’s PRIMARY employee group, building, and department. 
 

Access to Mortality Report 

4. Open the Reports menu tree. 

 

5. Open the Employee Reports menu tree. 
 

6. Click the Mortality option. 
 

 

The Mortality Report window displays. 
 

 

 
 

 
Use this window to select your reporting criteria, such as specific or all buildings, departments, employee groups, and/or 

employees, as well as the way in which information is to be sorted. 

 
1. Using the Sort By drop-down, indicate the way in which you want information to be sorted – by Employee 

Name, Employee ID, Department, Building, or Employee Group. 
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2. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 
of employee groups. 

 

4. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 
NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User record. 

 
5. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 

 
6. In the Date Range fields, enter the fiscal year or date range that you are running the report for.  The report will 

reflect those deceased employees having a termination date within the selected date range. 
 

7. Check the Include SSN box to display the employee’s social security numbers on the report in XXX-XX-9999 

format.  To exclude the social security number from the report, leave the box unchecked. 
 

8. Click  to generate the report. 
 

 
 

The Mortality Report includes the following information:  employee name, employee ID, social security number (if 
selected), primary building, primary employee group, primary department, and termination date. 

 
 

A sample report follows: 
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Personnel Files 

The Employee Personnel Files Report provides a list of selected information from employee personnel records, including 
employee demographic, attendance, earnings, benefits, dependents, evaluation, education, retirement, emergency 

contact, health, civil service, tenure, certification, and position information.  Choose to include or exclude any category of 
information, as well as any employee notes in the information categories selected. 
 

Access to Personnel Files 

1. Open the Reports menu tree. 

 
2. Open the Employee Reports menu tree. 

 
3. Click the Personnel Files option. 

 

 

The Employee Personnel File Listing window displays. 

 

 
 
 

Use this window to select the reporting criteria. 
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1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
 

2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 
of employee groups. 

 

3. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 

departments. 
NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User record. 

 
4. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 

 
5. Check the Include Employee Notes box to print any notes from the selected categories of the employee’s 

personnel record. 
 

6. Check the box that precedes the status(es) of the employees to include in the report.  Leave the box unchecked 

to exclude employees in a particular status.  Choose to include/exclude employees who are Active, Temporary, 
Inactive, Retired, On-Leave, and/or Pending. 

 
7. Use the Include check boxes to include or exclude specific employee personnel information in the report.  Check 

the box that precedes the description of the information to be included in the report.  Uncheck the box(es) to 
exclude specific information from the report. 

 

Contact Information – Leave the box checked to display basic demographic information, including employee’s 
primary building and department, employee group, EEOC title, gender, date of birth, marital status, ethnicity, 

employee status, and hire date.  Also provided are the primary and alternate mailing addresses, and primary and 
alternate email addresses and phone numbers.  Uncheck the box to exclude employee contact information. 

 

Attendance – Leave the box checked to display employee attendance information by position, including the 
position detail attendance and summarized absent bank totals for the fiscal year.  Uncheck the box to exclude 

attendance information. 
 

Earnings – Leave the box checked to display employee appointment, earnings, and account information.  

Appointment information includes the earning code (Contractual, Per Diem, Regular Pay, Annualized, 
Supplemental), salary schedule ID, step, level, start/end date, hourly rate, per diem rate, period pay, and 

entitlement.  Account Distribution information includes the account code, earning code, limit percent, period pay, 
and earning limit.  Uncheck the box to exclude earnings information. 

 
Dependents – Leave the box checked to display dependent information, including dependent name, date of 

birth, relationship to employee, COBRA date range, and COBRA code.  Uncheck the box to exclude dependent 

information. 
 

Evaluation – Leave the box checked to display evaluation-related information, including evaluation completion 
date, evaluation type, observation flag, and evaluator name.  Uncheck the box to exclude evaluation information. 
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Education – Leave the box checked to display employee education information.  Detail information includes the 

course code, course type (I – Inservice, etc.), completion date, grade, provider, number of credits, and course 
description.  Summary of Credits are provided including total courses, number of applied credits, number of 

pending credits, and total credits.  Uncheck the box to exclude education information. 

 
Retirement – Leave the box checked to display retirement information, including retirement system, retirement 

number, date the employee entered the retirement system, tier number, TRS months/year, and TRS salary to 
report, and TRS full- or part-time indicator.  Uncheck the box to exclude retirement information. 

 
Health Events - Leave the box checked to display employee-specific health information or requirements, 

including health event code and description, event date, free-form memos comments, and required indicator.  

Uncheck the box to exclude health information. 
 

Civil Service – Leave the box checked to display appointment civil service information, including civil service 
code, civil service type, civil service class, start/end date, and primary indicator.  Uncheck the box to exclude civil 

service information. 

 
Tenure Area – Leave the box checked to display tenure information, including tenure area type, tenure area 

status, probation start/end dates, tenure date, board approved date, and primary indicator.  Uncheck the box to 
exclude tenure information. 

 
Certification – Leave the box checked to display certification information, including certification code, 

certification type, certification number, starting/ending date range, and primary indicator.  Uncheck the box to 

exclude certification information. 
 

Leave History – Leave the box checked to display appointment leave history, including the leave name, 
start/end date, and any miscellaneous memos. 

 

Positions – Leave the box checked to display position and position building information, including position name, 
employee group, department, earning method, FTE percent, start/end date range, primary position indicator, 

position building code, position building description, percent of time worked in the building, miscellaneous memos 
(if applicable), and default building indicator.  Uncheck the box to exclude position and position building 

information. 

 
Emergency Contacts – Leave the box checked to display emergency contact information, including contact 

name, relationship to employee, phone number, and primary contact indicator.  Uncheck the box to exclude 
emergency contact information. 

 
Benefits – Leave the box checked to display appointment position benefit information, including benefit type 

(health, dental, vision, etc.), provider, coverage type (family, individual, etc.), total cost, start/end dates, 

employee portion, and employer portion.  Uncheck the box to exclude benefit information. 
 

8. Click  to generate the report. 
 

 
 

 
A sample report follows: 
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Seniority 
The Seniority Report is used to print a report of employees whose seniority information is being tracked based on civil 
service or tenure area as of a specified date.  Employees MUST have a current year appointment and a Starting Date 

entry record on the Seniority folder under Appointment Information in Employee Information Entry to be included in this 

report.  Options are provided to print a summarized or detailed Seniority Report.  The Summary Report reflects the grand 
total number of seniority units [(prior balance plus any annual accrual) minus leave of absence] and equivalent seniority 

years for each tenure or civil service area.  The Detail Report reflects each seniority detail record, including the starting 
date, along with a breakdown of the number of units in each prior balance, leave of absence, and annual accrual entry 

record, divisor used to calculate the number of seniority years, and equivalent seniority years for each tenure or civil 

service area. 
 

Access to Seniority Report 

1. Open the Reports menu tree. 

 
2. Open the Employee Reports menu tree. 

 

3. Click the Seniority option. 
 

 
The Seniority Report window displays. 

 

 
 
 

Use this window to select the reporting criteria, such as specific or all employee groups, employees, employee statuses, 
and civil service/tenure area(s) to be included. 
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To Select Reporting Criteria: 

1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 

 
2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 
of employee groups. 

 

3. Set the report on area to either Civil Service or Tenure to run a seniority report based on civil service or 
tenure area(s).   

 
4. Based on the Report On area selected, select the civil service or tenure areas to be reported on.  Choose All to 

report on all civil service or tenure areas.  Use the drop-down to change the option to Selection; then use the 

search  to select one or a range of codes. 
 

5. Indicate the Primary, Secondary, and Tertiary Sort.  The sort options are as follows:  civil service/tenure 
area, employee name, seniority amount, and board effective date/rank 

NOTE:  If Seniority Amount is chosen as the Primary Sort option, the report sorts data by Years Equivalent 

first, then by Units (Days or Hours), then by Employee Name or Area (based on the Secondary Sort selection). 
 

6. Use the Report Type drop-down to specify whether a summarized or detail report is to be run. 
 

Choose Summary if the report is to show a summary of the number of units and seniority equivalent years by 
tenure or civil service area. 

 

Choose Detail if the report is to show how the units and seniority equivalent years were determined by including 
the detail seniority entry records. 

 
7. Enter the Seniority As of Date.  Use the drop-down arrow to display an on-line calendar.  The report reflects 

the applicable seniority information based on the date entered. 

NOTE:  If the bargaining unit associated with the employee group does NOT have a current year calendar, only 
those seniority accrual records with an END Date that is prior to the specified As of Date will be reflected on 

the report.  Without a bargaining unit calendar for the current fiscal year, the report will NOT 
calculate the number of seniority units in the current year.  If there is a current year calendar linked to 

the bargaining unit and pay profile, the report calculates the accrued time based on this As of Date.  The 

calculation of Current seniority information is determined by the As of Date and the summed paid work days from 
the bargaining unit calendar minus any taken leaves of absence. 

 
8. Indicate the employee status(es) to be included or excluded from the report.  Place a check in the box that 

precedes the status(es) of the employees to be included in the report.  Leave the box unchecked to exclude 
employees in a particular status.  Choose to include/exclude employees who are Active, Temporary, Inactive, 

and/or On-Leave. 

 
9. Uncheck the Exclude Ended Area box to include those seniority records that are linked to an ended civil service 

or tenure area. 
 

10. Click  to generate the report. 
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The Seniority Summary Report includes the following information:  employee name, employee ID number, hire date, civil 
service or tenure area, seniority starting and ending dates, board effective ranking, number of units (days or hours – 

based on the Seniority Unit setting in Employee Group Setup), and number of equivalent seniority years.  A sample report 
follows: 

 

 
 

 

The Seniority Detail Report includes the following information:  employee name, employee ID number, hire date, civil 
service or tenure area, type code (e.g., Starting Date, Prior Balance, Leave of Absence, Annual Accrue), starting/ending 

date for each record type, board effective ranking, number of units (days or hours – based on the Seniority Unit setting in 
Employee Group Setup), divisor, and number of equivalent seniority years.  The total number of units and equivalent 

seniority years is provided for each employee.  A sample report follows: 
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How the Divisor is Determined 

If there is no calendar linked to the employee group, the Divisor defaults to the number of standard days on the 
appointment. 

 

If a fiscal year calendar is linked to the employee group, nVision Human Resources checks the Days Worked Method 
setting in Employee Group Setup to determine the Divisor.  If the Days Worked Method flag is set to Actual, the Divisor 

defaults to the number of Paid Work Days associated with the fiscal year calendar linked to the employee group in 
Employee Group Setup.  If the Days Worked Method flag is set to Swaim, the Divisor defaults to the SWAIM number of 

calculated work days. 

 
The number of Years is automatically calculated by dividing the number of days being accrued by the divisor amount. 

 
 

How the Number of Units are Calculated 

Be aware that if the Days Worked Method is Swaim and the Seniority Calc Method is Calendar for the Employee Group, 

and there at least ONE work day in a given month on the calendar, 20 days will be calculated for that month on the 

Seniority Report, regardless of the number of days within that month that are considered paid work days as defined in 
the calendar.  So, for example, if an employee group has the Days Worked Method set to Swaim, and the report appears 

to be calculating extra seniority units for an employee, check the calendar linked to the Pay Profile to see if there are paid 
working days possibly in July or August. 
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Tenure Listing 

The Tenure Listing routine is used to print a report of employees whose tenure area(s), probation starting and ending 
dates, and tenure effective dates you are tracking. 
 

Access to Tenure Listing 

1. Open the Reports menu tree. 
 

2. Open the Employee Reports menu tree. 

 
3. Click the Tenure Listing option. 

 

 

The Tenure Listing window displays. 
 

 
 

 
Use this window to select the reporting criteria. 

 
 

To Generate the Report: 

 
1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Employee Name, 

Employee ID, Building, Tenure Area Type Code, or Tenure Date. 
 

2. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
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3. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

4. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 
departments. 

NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User record. 
 

5. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 
 

6. Select the tenure area type(s) to be included in the report.  Choose All to report on all employees.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of tenure area 

types.  

 
7. Using the drop-down, choose the information that is to be included in the report. 

 
Choose All Tenure Information to show all tenure information, including those records where there is only a 

probationary tenure date and records where there is no probationary or final tenure effective date. 

 
Choose By Probation Start Date to show only those tenure records where the probationary start date falls 

between a specified date range.  Then specify the Starting Probationary date range. 
 

Choose By Probation End Date to show only those tenure records where the probationary end date falls 
between a specified date range.  Then specify the Ending Probationary date range. 

 

Choose By Tenure Date to show only those tenure records where the tenure date falls between a specified date 
range.  Then specify the Tenure Effective date range. 

 
8. Indicate the employee status(es) to be included or excluded from the report.  Check the box that precedes the 

status(es) of the employees  to be included in the report.  Leave the box unchecked to exclude employees in a 

particular status.  Choose to include/exclude employees who are Active, Temporary, Inactive, Retired, On-Leave, 
and/or Pending. 

 
9. Use the drop-down to choose the tenure status to include in the report.  Choose Active tenure, Inactive 

tenure, or All (both Active and Inactive tenure). 

 

10. Click  to generate the report. 
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The Tenure Listing Report includes the following information:  employee name, employee ID number, primary building, 

tenure area type code and description, tenure status (e.g., Ten – Tenured, Prob –Probation, etc.), tenure effective date, 
probation start date, probation end date, and Board of Education approved by date. 

 

 
A sample report follows: 
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Health Reports 

Employee Health Events 

The Employee Health Events Report is used to generate a listing of any health requirements that either occurred during 

or are due between a specified date range.  Health Events are recorded on the Health Events window on the Personal 

Information folder in Employee Information Entry.  Examples of health events might include a Physical, Drug Test, 
Fingerprinting, etc. 
 

Access to Employee Health Events Report 

1. Open the Reports menu tree. 
 

2. Open the Health Reports tree. 

 
3. Click the Employee Health Events option. 

 

 

The Employee Health Events Report window displays. 
 

 
 

Use this window to select the reporting criteria. 
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To Generate the Report: 

 

1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 

 

2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 

 
3. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 
departments. 

NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User record. 
 

4. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 
 

5. Select the health event type(s) to be included in the report.  Choose All to report on all health event types.  

Use the drop-down to change the option to Selection; then use the search   to select one or a range of 

health event types. 

 
6. Indicate the employee status(es) to be included or excluded from the report.  Check the box that precedes the 

status(es) of the employees to include in the report.  Leave the box unchecked if employees in a particular status 

are to be excluded.  Choose to include/exclude employees who are Active, Temporary, Inactive, Retired, On-
Leave, and/or Pending. 

 
7. Under the Sort by Option section of the window, choose to sort the report by one of the following ways: 

alphabetically by employee name 
in order of oldest to most recent date 

 

8. Enter the Event Date Range to report on health events that occurred within a selected date range.  Indicate 
the appropriate date range of events that are to be included on the report.  Use the drop-down arrow to access 

the on-line calendar if needed. 
 

9. Click  to generate the report. 
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The Employee Health Events Report includes the following information:  employee ID number, employee name, employee 

group associated with the health event, primary building, event date, and health event description. 
 

 

A sample report follows: 
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Employee Health Notes 

The Employee Health Notes Reports is used to generate a listing of any permanent and/or temporary health notes 
recorded for a selected employee(s).  Notes are recorded on the Health Notes window on the Personal Information folder 

in Employee Information Entry.  Examples of health notes might include that an employee has a broken leg and is 
temporarily on crutches or that an employee has a permanent handicapped parking sticker.  
 

Access to Employee Health Notes Report 

1. Open the Reports menu tree. 

 
2. Open the Health Reports tree. 

 
3. Click the Employee Health Notes option. 

 
 

The Employee Health Notes Report window displays. 

 

 
 
Use this window to select the reporting criteria. 

 
To Generate the Report: 

 

1. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
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2. Select the employee group(s) to be included in the report.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the department(s) to be included in the report.  Choose All to report on employees in all departments.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of 
departments. 

NOTE:  The Department lookup browser only contains those departments for which you were given permissions 

in your User record. 
 

4. Select the building(s) to be included in the report.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   

NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 
 

5. Indicate the employee status(es) to be included or excluded from the report.  Check the box that precedes the 
status(es) of the employees to include in the report.  Leave the box unchecked to exclude employees in a 

particular status.  Choose to include/exclude employees who are Active, Temporary, Inactive, Retired, On-Leave, 

and/or Pending. 
 

6. Set the Include radio button to Temporary to display only health notes where the Permanent flag is 
unchecked. 

Set the Include radio button to Permanent to display only health notes where the Permanent flag is checked. 
Set the Include radio button to Both to display All (both Permanent and Temporary) health notes. 

 

7. Enter the Date Range to report on health events that occurred within a selected date range.  Indicate the 
appropriate date range of events that are to be included on the report.  Use the drop-down arrow to access the 

on-line calendar if needed. 
 

8. Click  to generate the report. 
 

 
The Employee Health Notes Report is sorted in alphabetical order by employee name and includes the following 

information:  employee ID number, employee name, primary employee group, primary building, primary position, health 

notes, date occurred, and permanent flag.  A sample report follows: 
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Position Reports 
The Position Reports Menu provides access to various analytical reports that can be generated when using and tracking 
positions.  All reports can be run for active, inactive, or all (both active and inactive) positions. 

 

Position Account Breakdown 

This report provides a position analysis by department, employee group, or position group and prints each position along 

with the associated payroll expense account code(s) and allocation percentage(s) for each account. 
 

Access to Position Account Breakdown 

1. Open the Reports menu tree. 

 

2. Open the Position Reports menu tree. 
 

3. Click the Position Account Breakdown option. 
 

 
The Position Account Breakdown window displays. 
 
 

 
 

 

Use this window to select the reporting criteria. 
 

1. Using the Group By drop-down, indicate the way in which information is to be grouped – by Department, 
Employee Group, or Position Group. 

 
2. Using the Position Sort By drop-down, indicate the way in which information is to be sorted – by Position ID 

or Position Name.  
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3. Select the position(s) to be included in the report.  Choose All to report on all positions.  Use the drop-down to 

change the option to Selection; then use the search  to select one or a range of positions. 
 

4. Based on the Group By option selected in step 1, select the department(s), employee group(s), or position 

group(s) to be included in the report.  Choose All to report on all positions in all departments.  Use the drop-

down to change the option to Selection; then use the search  to select one or a range of codes to report on. 

 

5. Using the drop-down, choose the position status to report on - All (both active and inactive positions), Active 
(only active positions, where the Active box is checked in the Position Information table), or Inactive (only 

inactive positions, where the Active box is unchecked in the Position Information table). 
 

6. Click  to generate the report. 
 

 
The Position Account Breakdown Report includes the following information:  department (or employee group or position 

group), position ID number and description, account code, and account percentage.  A sample report follows: 
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Position Buildings 

The Position Buildings routine prints the positions in each building.  Position information is grouped by department, 
employee group, or position group.  The position occupancy percentage per building is also provided. 
 

Access to Position Buildings 

1. Open the Reports menu tree. 
 

2. Open the Position Reports tree. 

 
3. Click the Position Buildings option. 

 
 

The Position Building window displays. 
 

 
 
 

Use this window to select the reporting criteria. 
 

 
1. Using the Group By drop-down, indicate the way in which information is to be grouped – by Department, 

Employee Group, or Position Group. 

 
2. Using the Position Sort By drop-down, indicate the way in which information is to be sorted – by Position ID 

or Position Name.  
 

3. Select the position(s) to be included in the report.  Choose All to report on employees in all positions.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of positions. 
 

4. Based on the Group By option selected in step 1, select the department(s), employee group(s), or position 
group(s) to be included in the report.  Choose All to report on employees in all departments, employee groups, 

or position groups.  Use the drop-down to change the option to Selection; then use the search  to select one 

or a range of departments, employee groups, or position groups. 
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5. Using the drop-down, choose the position status to report on - All (both active and inactive positions), Active 
(only active positions, where the Active box is checked in the Position Information table), or Inactive (only 

inactive positions, where the Active box is unchecked in the Position Information table). 
 

6. Click  to generate the report. 
 

 
 

The Position Buildings Report includes the following information:  department, position name, position ID, building name, 
building percentage, and primary building indicator.   

 

 
A sample report follows: 
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Position FTE Breakdown 

The Position FTE Breakdown report provides a full time equivalent analysis for each position.  Position information is 
grouped by department, employee group, position group, building, or account.  The Detail Report option provides the 

employee ID and occupant name in each position.  
 

Access to Position FTE Breakdown 

1. Open the Reports menu tree. 

 

2. Open the Position Reports tree. 
 

3. Click the Position FTE Breakdown option. 
 

 

The Position FTE Breakdown window displays. 

 

 
 
 

Use this window to select the reporting criteria. 
 

 
1. Using the Group By drop-down, indicate the way in which information is to be grouped – by Department, 

Employee Group, Position Group, Building, or Account. 

 
2. Choose the Report Type – Detail or Summary.  The Detail Report provides the department, position ID and 

name, position FTE, and appointment FTE, as well as the employee ID number and occupant name in each 
position.  Subtotals and grand totals are provided.  The Summary Report contains the same information as the 

Detail Report, but excludes the employee ID number and occupant name. 
 

3. Using the Position Sort By drop-down, indicate the way in which information is to be sorted – by Position ID 

or Position Name.  
 



Finance Manager    nVision HR Reports 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             179  
www.financemgr.com 

 

4. Based on the Group By option selected in step 1, select the department(s), employee group(s), position 
group(s), building(s), or account(s) to be included in the report.  Choose All to report on all departments, 

employee groups, position groups, buildings, or accounts.  Use the drop-down to change the option to 

Selection; then use the search  to select one or a range of departments, employee groups, position groups, 

buildings, or accounts.s. 

 
5. Using the drop-down, choose the position status to report on - All (both active and inactive positions), Active 

(only active positions, where the Active box is checked in the Position Information table), or Inactive (only 
inactive positions, where the Active box is unchecked in the Position Information table). 

 

5. Click  to generate the report. 
 
 

 

A sample Detail report follows: 
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Position History 

The Position History routine tracks the start and end dates of occupants in each position.  Position information is grouped 
by department, employee group, or position group.   
 

Access to Position History 

1. Open the Reports menu tree. 
 

2. Open the Position Reports menu tree. 

 
3. Click the Position History option. 

 

 

The Position History window displays. 
 
 

 
 

 

Use this window to select the reporting criteria. 
 

 
1. Using the Group By drop-down, indicate the way in which information is to be grouped – by Department, 

Employee Group, or Position Group. 
 

2. Using the Position Sort By drop-down, indicate the way in which information is to be sorted – by Position ID 

or Position Name.  
 

3. Select the position(s) to be included in the report.  Choose All to report on all positions.  Use the drop-down to 

change the option to Selection; then use the search  to select one or a range of positions. 

 

4. Based on the Group By option selected in step 1, select the department(s), employee group(s), or position 
group(s) to be included in the report.  Choose All to report on all positions in the selected group.  Use the drop-

down to change the option to Selection; then use the search  to select one or a range of codes to report on. 
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5. Using the drop-down, choose the position status to report on - All (both active and inactive positions), Active 
(only active positions, where the Active box is checked in the Position Information table), or Inactive (only 

inactive positions, where the Active box is unchecked in the Position Information table). 
 

6. Click  to generate the report. 
 

 
 

The Position History Report includes the following information:  department (or employee group or position group), 
position ID number and description, position FTE, employee ID, occupant name, appointment start date, appointment 

end date, employee FTE, and primary appointment flag.  Position, department, and employee group FTE subtotals and 

grand totals are provided.  A sample report follows: 
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Position Listing 

The Position Listing routine prints the positions in your facility based on selected criteria.  The report provides hours per 
day, days per year, hours per year, vacancy salary and position FTE information.  Position information is grouped by 

department, employee group, or position group. 
 

Access to Position Listing 

1. Open the Reports menu tree. 

 

2. Open the Position Reports menu tree. 
 

3. Click the Position Listing option. 
 

 
The Position Listing window displays. 
 

 
 

Use this window to select the reporting criteria. 
 

 
1. Using the Group By drop-down, indicate the way in which information is to be grouped – by Department, 

Employee Group, or Position Group. 

 
2. Using the Position Sort By drop-down, indicate the way in which information is to be sorted – by Position ID 

or Position Name.  
 

3. Select the position(s) to be included in the report.  Choose All to report on all positions.  Use the drop-down to 

change the option to Selection; then use the search  to select one or a range of positions. 
 

4. Based on the Group By option selected in step 1, select the department(s), employee group(s), or position 
group(s) to be included in the report.  Choose All to report on all employees within the selected group.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of codes to 

report on. 
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5. Using the drop-down, choose the position status to report on - All (both active and inactive positions), Active 
(only active positions, where the Active box is checked in the Position Information table), or Inactive (only 

inactive positions, where the Active box is unchecked in the Position Information table). 
 

6. Click  to generate the report. 
 

 
The Position Listing Report includes the following information:  department (or employee group or position group), 

position ID number and description, board start date, board end date, hours per day, days per year, hours per year, 
vacancy salary, and position FTE.  Total position FTEs by department are provided.  The report concludes with a grand 

total number of position FTEs.  A sample report follows: 
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Position Requirement 

The Position Requirement routine tracks the degree, certification, civil service, health event, and/or license requirements 
necessary for the positions being reported on.  Requirements are defined in the Position Information table.  Position 

information is grouped by department, employee group, or position group. 
 

Access to Position Requirement 

1. Open the Reports menu tree. 

 

2. Open the Position Reports menu tree. 
 

3. Click the Position Requirement option. 
 

 
The Position Requirement window displays. 
 

 
 

Use this window to select the reporting criteria. 

 
 

1. Uncheck the box(es) to exclude any specific position requirements – Degree, Certification, Civil Service, Health 
Events, Licenses.  Leave the box(es) checked to include the selected position requirement types in the report. 

 
2. Using the Group By drop-down, indicate the way in which information is to be grouped – by Department, 

Employee Group, or Position Group. 

 
3. Using the Position Sort By drop-down, indicate the way in which information is to be sorted – by Position ID 

or Position Name.  
 

4. Select the position(s) to be included in the report.  Choose All to report on all positions.  Use the drop-down to 

change the option to Selection; then use the search  to select one or a range of positions. 
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5. Based on the Group By option selected in step 2, select the department(s), employee group(s), or position 
group(s) to be included in the report.  Choose All to report on all positions in the selected group.  Use the drop-

down to change the option to Selection; then use the search  to select one or a range of codes to report on. 
 

6. Using the drop-down, choose the position status to report on - All (both active and inactive positions), Active 

(only active positions, where the Active box is checked in the Position Information table), or Inactive (only 
inactive positions, where the Active box is unchecked in the Position Information table). 

 

7. Click  to generate the report. 

 
 

 
The Position Requirement Report includes the following information:  department (or employee group or position group), 

position ID number and description, requirement type, code, and requirement description.   

 
A sample report follows: 
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Position Requirement Fulfillment 

The Position Requirement Fulfillment tracks the status of requirement completion for each position.  Position 
requirements are defined in the Position Information File.  Position information is grouped by department, employee 

group, or position group. 
 

Access to Position Requirement Fulfillment 

1. Open the Reports menu tree. 

 

2. Open the Position Reports menu tree. 
 

3. Click the Position Requirement Fulfillment option. 
 

 
The Position Requirement Fulfillment window displays. 
 

 
 

 
Use this window to select the reporting criteria. 

 
1. Uncheck the box(es) to exclude any specific position requirements.  Leave the box(es) checked to include the 

selected position requirement types in the report. 

 
2. Using the Group By drop-down, indicate the way in which information is to be grouped – by Department, 

Employee Group, or Position Group. 
 

3. Using the Requirement Status drop-down, choose to report on those requirements that are fulfilled, unfulfilled, 

or all (both fulfilled and unfulfilled). 
 

4. Using the Position Sort By drop-down, indicate the way in which information is to be sorted – by Position ID 
or Position Name.  
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5. Select the position(s) to be included in the report.  Choose All to report on all positions.  Use the drop-down to 

change the option to Selection; then use the search  to select one or a range of positions. 

 
6. Based on the Group By option selected in step 2, select the department(s), employee group(s), or position 

group(s) to be included in the report.  Choose All to report on all positions in the selected group.  Use the drop-

down to change the option to Selection; then use the search  to select one or a range of codes to report on. 
 

7. Using the drop-down, choose the position status to report on - All (both active and inactive positions), Active 

(only active positions, where the Active box is checked in the Position Information table), or Inactive (only 
inactive positions, where the Active box is unchecked in the Position Information table). 

 

8. Click  to generate the report. 
 

 

 
The Position Requirement Fulfillment Report includes the following information:  department (or employee group or 

position group), position ID number and description, employee ID, employee name, requirement type, code, requirement 
description, and fulfilled flag.   

 

 
A sample report follows: 
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Position Surplus 

The Position Surplus tracks any surplus amounts based on the total number of positions in the Position Information File 
and the number of positions already filled.  Position information is grouped by department, employee group, or position 

group.  
 

Access to Position Surplus 

1. Open the Reports menu tree. 

 

2. Open the Position Reports menu tree. 
 

3. Click the Position Surplus option. 
 

 
The Position Surplus window displays. 
 
 

 
 

Use this window to select the reporting criteria. 
 

 

1. Using the Group By drop-down, indicate the way in which information is to be grouped – by Department, 
Employee Group, or Position Group. 

 
2. Using the Position Sort By drop-down, indicate the way want information to be sorted – by Position ID or 

Position Name.  
 

3. Select the position(s) to be included in the report.  Choose All to report on all positions.  Use the drop-down to 

change the option to Selection; then use the search  to select one or a range of positions. 
 

4. Based on the Group By option selected in step 1, select the department(s), employee group(s), or position 
group(s) to be included in the report.  Choose All to report on all positions in the selected group.  Use the drop-

down to change the option to Selection; then use the search  to select one or a range of codes to report on. 
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5. Using the drop-down, choose the position status to report on - All (both active and inactive positions), Active 
(only active positions, where the Active box is checked in the Position Information table), or Inactive (only 

inactive positions, where the Active box is unchecked in the Position Information table). 
 

6. Click  to generate the report. 
 

 
 

The Position Surplus Report includes the following information:  department (or employee group or position group), 
position ID number and description, surplus amount, and position FTE.  Subtotals and grand totals are provided based on 

the grouping selected.  

 
A sample report follows: 
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Position Vacancy 

The Position Vacancy routine tracks those positions that need to be filled based on the total number of positions defined 
in the Position Information File and the number of positions already filled.  Information is grouped by department, 

employee group, or position group.   
 

Access to Position Vacancy 

1. Open the Reports menu tree. 

 

2. Open the Position Reports menu tree. 
 

3. Click the Position Vacancy option. 
 

 
The Position Vacancy window displays. 
 

 
 

 

Use this window to select the reporting criteria. 
 

 
1. Using the Group By drop-down, indicate the way in which information is to be grouped – by Department, 

Employee Group, or Position Group. 
 

2. Using the Position Sort By drop-down, indicate the way in which information is to be sorted – by Position ID 

or Position Name.  
 

3. Select the position(s) to be included in the report.  Choose All to report on all positions.  Use the drop-down to 

change the option to Selection; then use the search  to select one or a range of positions. 

 

4. Based on the Group By option selected in step 1, select the department(s), employee group(s), or position 
group(s) to be included in the report.  Choose All to report on all positions in the selected group.  Use the drop-

down to change the option to Selection; then use the search  to select one or a range of codes to report on. 
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5. Using the drop-down, choose the position status to report on - All (both active and inactive positions), Active 
(only active positions, where the Active box is checked in the Position Information table), or Inactive (only 

inactive positions, where the Active box is unchecked in the Position Information table). 
 

6. Click  to generate the report. 
 

 
 

The Position Vacancy Report includes the following information:  department (or employee group or position group), 
position ID number and description, number of vacancies, and number of filled position FTEs.  Vacancy and position FTE 

subtotals and grand totals are provided.  A sample report follows: 
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Setup Reports 
The Setup Reports Menu provides access to various reports that can be used to print the entries in the setup tables. 
 

 

Bargaining Unit Listing 

The Bargaining Unit Listing routine is used to generate a report containing the bargaining unit codes from the setup table. 
 

Access to Bargaining Unit Listing 

1. Open the Reports menu tree. 
 

2. Open the Setup Reports menu tree. 

 
3. Click the Bargaining Unit Listing option. 

 

 

 
The Bargaining Unit Listing window displays. 
 
 

 
 

 

Use this window to select the report criteria. 
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To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which you want information to be sorted – by Code or Name.  
 

2. Click  to generate the report. 
 

 
 

The Bargaining Unit Listing includes the following information:  bargaining unit code and name, contract length, 
representative, start date, and union affiliation.    

 

 
A sample report follows: 
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Benefit Coverage Costs Listing 

The Benefit Coverage Costs Listing routine is used to generate a report containing the benefit coverage costs from the 
setup table. 
 

Access to Benefit Coverage Costs Listing 

1. Open the Reports menu tree. 
 

2. Open the Setup Reports menu tree. 

 
3. Click the Benefit Coverage Costs Listing option. 

 

 

The Benefit Coverage Costs Listing window displays. 
 
 
 

 
 
 

Use this window to select the report criteria. 

 
 

 
To Generate the Report: 

 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Insurance Type or 
Insurance Provider.  

 

2. Click  to generate the report. 
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The Benefit Coverage Costs Listing includes the following information:  insurance type (e.g., Vision, Health, Dental, etc.), 
insurance provider, policy number, benefit type (e.g., Individual, Family, etc.), percent or dollar, total cost, employee 

cost, employer cost, face value, deduction code, and W2 reportable flag.  
 

 

A sample report follows: 
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Benefit Coverage Type Listing 

The Benefit Coverage Type Listing routine is used to generate a report containing the benefit coverage types from the 
setup table. 
 

Access to Benefit Coverage Type Listing 

1. Open the Reports menu tree. 
 

2. Open the Setup Reports menu tree. 

 
3. Click the Benefit Coverage Type Listing option. 

 

 

The Benefit Coverage Type Listing window displays. 
 
 
 

 
 

 
Use this window to select the report criteria. 



Finance Manager    nVision HR Reports 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             197  
www.financemgr.com 

 

To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Name.  
 

2. Click  to generate the report. 
 

 
 

The Benefit Coverage Type Listing includes the following information:  benefit coverage type code, benefit coverage type 
name, and GASB 45 type.  

 

 
A sample report follows: 
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Benefit Group Listing 

The Benefit Group Listing routine is used to generate a report containing the benefit group codes from the setup table. 
 

Access to Benefit Group Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Benefit Group Listing option. 
 

 
The Benefit Group Listing window displays. 
 
 

 
 
 

Use this window to select the report criteria. 
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To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Name or Description.  
 

2. Click  to generate the report. 
 

 
 

The Benefit Group Listing includes the following information:  benefit group name and description. 
 

 

A sample report follows: 
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Certification Code Listing 

The Certification Code Listing routine is used to generate a report containing the certification codes from the setup table. 
 

Access to Certification Code Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Certification Code Listing option. 
 

 
The Certification Code Listing window displays. 
 
 

 
 

 
Use this window to select the report criteria. 

 
 

 
To Generate the Report: 

 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Description.  
 

2. Click  to generate the report. 
 

 
 

The Certification Code Listing includes the following information:  certification code and certification description.  
 

 

A sample report follows: 
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Certification Type Listing 

The Certification Type Listing routine is used to generate a report containing the certification types from the setup table. 
 

Access to Certification Type Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Certification Type Listing option. 
 

 
The Certification Type Listing window displays. 
 
 

 
 
 

Use this window to select the report criteria. 
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To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Description.  
 

2. Click  to generate the report. 
 

 
 

The Certification Type Listing includes the following information:  certification type and certification type description.  
 

 

A sample report follows: 
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Civil Service Code Listing 

The Civil Service Code Listing routine is used to generate a report containing the civil service codes from the setup table. 
 

Access to Civil Service Code Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Civil Service Code Listing option. 
 

 
The Civil Service Code Listing window displays. 
 
 

 
 

 

Use this window to select the report criteria. 
 

 
To Generate the Report: 

 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Title.  
 

2. Click  to generate the report. 
 

 
 

The Civil Service Code Listing includes the following information:  civil service code, numeric code, civil service title, 
jurisdiction, and active/inactive flag.  

 
 

A sample report follows: 
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Civil Service Type Listing 

The Civil Service Type Listing routine is used to generate a report containing the civil service type codes from the setup 
table. 
 

Access to Civil Service Type Listing 

1. Open the Reports menu tree. 
 

2. Open the Setup Reports menu tree. 

 
3. Click the Civil Service Type Listing option. 

 

 

The Civil Service Type Listing window displays. 
 
 

 
 

 
Use this window to select the report criteria. 
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To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Type or Description.  
 

2. Click  to generate the report. 
 

 
 

The Civil Service Type Listing includes the following information:  civil service type and civil service description.  
 

 

A sample report follows: 
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COBRA Code Listing 

The COBRA Code Listing routine is used to generate a report containing the COBRA codes from the setup table. 
 

Access to COBRA Code Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Cobra Code Listing option. 
 

 
The Cobra Code Listing window displays. 
 
 

 
 

 

Use this window to select the report criteria. 
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To Generate the Report: 

 
1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Description.  

 

2. Click  to generate the report. 
 
 

 
The Cobra Code Listing includes the following information:  COBRA code, COBRA code description, and length of time (in 

months) that the COBRA coverage can be available for.  

 
 

A sample report follows: 
 

 

 
 



Finance Manager    nVision HR Reports 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             210  
www.financemgr.com 

Course Code Listing 

The Course Code Listing routine is used to generate a report containing the course codes from the setup table. 
 

Access to Course Code Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Course Code Listing option. 
 

 
The Course Code Listing window displays. 
 
 

 
 

 
Use this window to select the report criteria. 
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To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Description.  
 

2. Click  to generate the report. 
 

 
 

The Course Code Listing includes the following information:  course code and course description.  
 

 

A sample report follows: 
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Course Type Listing 

The Course Type Listing routine is used to generate a report containing the course types from the setup table. 
 

Access to Course Type Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Course Type Listing option. 
 

 
The Course Type Listing window displays. 
 
 

 
 

 

Use this window to select the report criteria. 
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To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Name.  
 

2. Click  to generate the report. 
 

 
 

The Course Type Listing includes the following information:  course type code and course type name.  
 

 

A sample report follows: 
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Degree Code Listing 

The Degree Code Listing routine is used to generate a report containing the degree codes from the setup table. 
 

Access to Degree Code Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Degree Code Listing option. 
 

 
The Degree Code Listing window displays. 
 
 

 
 

 
Use this window to select the report criteria. 
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To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Description.  
 

2. Click  to generate the report. 
 

 
 

The Degree Code Listing includes the following information:  degree code and degree description.  
 

 

A sample report follows: 
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Department Listing 

The Department Listing routine is used to generate a report containing the department codes from the setup table. 
 

Access to Department Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Department Listing option. 
 

 
The Department Listing window displays. 
 
 

 
 

 
 

To Generate the Report: 

 

1. Click  to generate the report. 
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The Department Listing includes the following information:  department name and department description.  

 
 

A sample report follows: 
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Dependent Type Listing 

The Dependent Type Listing routine is used to generate a report containing the dependent types from the setup table. 
 

Access to Dependent Type Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Dependent Type Listing option. 
 

 
The Dependent Type Listing window displays. 
 
 

 
 

 
 

To Generate the Report: 
 

1. Click  to generate the report. 
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The Dependent Type Listing includes the following information:  dependent type name.  

 
 

A sample report follows: 
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Employee Group Listing 

The Employee Group Listing routine is used to generate a report containing the employee groups from the setup table. 
 

Access to Employee Group Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Employee Group Listing option. 
 

 
The Employee Group Listing window displays. 
 
 

 
 

 

Use this window to select the report criteria. 
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To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Name.  
 

2. Click  to generate the report. 
 

 
 

The Employee Group Listing includes the following information:  employee group code, employee group name, seniority 
unit (hours/days), days worked method (Actual/Swaim), seniority calculation method (calendar/standard days), 

bargaining unit code, substitute flag, telephone notification flag, and certified flag. 

 
A sample report follows: 
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Evaluation Type Listing 

The Evaluation Type Listing routine is used to generate a report containing the evaluation type codes from the setup 
table. 
 

Access to Evaluation Type Listing 

1. Open the Reports menu tree. 
 

2. Open the Setup Reports menu tree. 

 
3. Click the Evaluation Type Listing option. 

 

 

The Evaluation Type Listing window displays. 
 
 

 
 
 

Use this window to select the report criteria. 
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To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Name.  
 

2. Click  to generate the report. 
 

 
 

The Evaluation Type Listing includes the following information:  evaluation type code, evaluation type name, and 
observation flag.  

 

 
A sample report follows: 
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Fingerprint Status Listing 

The Fingerprint Status Listing routine is used to generate a report containing the fingerprint status codes from the setup 
table. 
 

Access to Fingerprint Status Listing 

1. Open the Reports menu tree. 
 

2. Open the Setup Reports menu tree. 

 
3. Click the Fingerprint Status Listing option. 

 

 

The Fingerprint Status Listing window displays. 
 
 

 
 

 
Use this window to select the report criteria. 



Finance Manager    nVision HR Reports 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             225  
www.financemgr.com 

 

To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Name.  
 

2. Click  to generate the report. 
 

 
The Fingerprint Status Listing includes the following information:  fingerprint status code and fingerprint status name.  

 
 

A sample report follows: 
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Grade Level Listing 

The Grade Level Listing routine is used to generate a report containing the grade levels from the setup table. 
 

Access to Grade Level Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Grade Level Listing option. 
 

 
The Grade Level Listing window displays. 
 
 

 
 
 

 
To Generate the Report: 

 

1. Click  to generate the report. 

 



Finance Manager    nVision HR Reports 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             227  
www.financemgr.com 

 

 
The Grade Level Listing includes the following information:  grade level name and active/inactive flag.  

 
 

A sample report follows: 
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Health Event Type Listing 

The Health Event Type Listing routine is used to generate a report containing the health event types from the setup table. 
 

Access to Health Event Type Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Health Event Type Listing option. 
 

 
The Health Event Type Listing window displays. 
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To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Name.  
 

2. Click  to generate the report. 
 

 
The Health Event Type Listing includes the following information:  health event type code and name, comments, and 

active/inactive flag.  
 

 

A sample report follows: 
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Leave Type Listing 

The Leave Type Listing routine is used to generate a report containing the leave types from the setup table. 
 

Access to Leave Type Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Leave Type Listing option. 
 

 
The Leave Type Listing window displays. 
 
 

 
 

 
Use this window to select the report criteria. 
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To Generate the Report: 

 
1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Name or Description.  

 

2. Click  to generate the report. 
 
 

 
The Leave Type Listing includes the following information:  leave type name, leave type description, permanent leave 

flag, and compensated leave flag.   

 
A sample report follows: 
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License Code Listing 

The License Code Listing routine is used to generate a report containing the license codes from the setup table. 
 

Access to License Code Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the License Code Listing option. 
 

 
The License Code Listing window displays. 
 
 

 
 

 
Use this window to select the report criteria. 
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To Generate the Report: 

 
1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Name or Description.  

 

2. Click  to generate the report. 
 
 

 
The License Code Listing includes the following information:  license code name and license code description.  

 

A sample report follows: 
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Position Group Listing 

The Position Group Listing routine is used to generate a report containing the position groups from the setup table. 
 

Access to Position Group Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Position Group Listing option. 
 

 
The Position Group Listing window displays. 
 
 

 
 

 

Use this window to select the report criteria. 
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To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Name.  
 

2. Click  to generate the report. 
 

 
 

The Position Group Listing includes the following information:  position group code and position group name.  
 

A sample report follows: 
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Retirement System Code Listing 

The Retirement System Code Listing is used to generate a report containing the retirement system codes from the setup 
table. 
 

Access to Retirement System Code Listing 

1. Open the Reports menu tree. 
 

2. Open the Setup Reports menu tree. 

 
3. Click the Retirement System Code Listing option. 

 

 

The Retirement System Code Listing window displays. 
 
 

 
 

 
Use this window to select the report criteria. 
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To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Name.  
 

2. Click  to generate the report. 
 

 
 

The Retirement System Code Listing includes the following information:  retirement system code, retirement system 
name, employer limit, employee percentage, employer percentage, and employer matches flag. 

 

A sample report follows: 
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Tenure Area Type Listing 

The Tenure Area Type Listing routine is used to generate a report containing the tenure area type codes from the setup 
table. 
 

Access to Tenure Area Type Listing 

1. Open the Reports menu tree. 
 

2. Open the Setup Reports menu tree. 

 
3. Click the Tenure Area Type Listing option. 

 

 

The Tenure Area Type Listing window displays. 
 
 

 
 
 

Use this window to select the report criteria. 

 
 

 
To Generate the Report: 

 
1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Name.  

 

2. Click  to generate the report. 
 
 

 

The Tenure Area Type Listing includes the following information:  tenure area type code and tenure area type name. 
 

A sample report follows: 
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Tenure Status Listing 

The Tenure Status Listing routine is used to generate a report containing the tenure status codes from the setup table. 
 

Access to Tenure Status Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Tenure Status Listing option. 
 

 
The Tenure Status Listing window displays. 
 
 

 
 

 
Use this window to select the report criteria. 
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To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Description.  
 

2. Click  to generate the report. 
 

 
 

The Tenure Status Listing includes the following information:  tenure status code and tenure status code description. 
 

A sample report follows: 
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Union Affiliation Listing 

The Union Affiliation Listing routine is used to generate a report containing the union affiliations from the setup table. 
 

Access to Union Affiliation Listing 

1. Open the Reports menu tree. 

 
2. Open the Setup Reports menu tree. 

 

3. Click the Union Affiliation Listing option. 
 

 
The Union Affiliation Listing window displays. 
 
 

 
 

 
 

To Generate the Report: 

 

1. Click  to generate the report. 
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The Union Affiliation Listing includes the following information:  union affiliation name.  

 
 

A sample report follows: 
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EEOC Type Listing 

The EEOC Type Listing routine is used to generate a report containing the Equal Employment Opportunity Types from the 
setup table. 
 

Access to EEOC Type Listing 

1. Open the Reports menu tree. 
 

2. Open the Setup Reports menu tree. 

 
3. Click the EEOC Type Listing option. 

 

 

The EEOC Type Listing window displays. 
 
 

 
 
 

 

To Generate the Report: 
 

1. Click  to generate the report. 
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The EEOC Type Listing includes the following information:  EEOC type name.  
 

 
A sample report follows: 
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GASB 45 Benefit Code Listing 

The GASB 45 Benefit Code Listing routine is used to generate a report containing the GASB 45 Benefit Codes from the 
setup table. 
 

Access to GASB 45 Benefit Code Listing 

1. Open the Reports menu tree. 
 

2. Open the Setup Reports menu tree. 

 
3. Click the GASB 45 Benefit Code Listing option. 

 

 

The GASB 45 Benefit Code Listing window displays. 
 
 

 
 
 

 

To Generate the Report: 
 

1. Using the Sort By drop-down, indicate the way in which information is to be sorted – by Code or Name.  
 

2. Click  to generate the report. 
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The GASB 45 Benefit Code Listing includes the following information:  GASB 45 Benefit Code and Name.  
 

 
A sample report follows: 
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Year End Reports 

Attendance Confirmation Letters 

The Attendance Confirmation Letters routine prints balances in selected attendance banks for a specified fiscal year in a 
letter that can be sent to employees.  Options are provided to include/exclude the confirmation signature line and unit 

taken amounts.  Additional options are included that allow you to customize letter column labels and to print special notes 

or instructions. 
 

Access to Attendance Confirmation Letter 

1. Open the Reports menu tree. 
 

2. Open the Year End Reports menu tree. 
 

3. Click the Attendance Confirmation Letters option. 
 

 
The Attendance Confirmation Letters window displays. 

 

 
 

 
Use this window to select the criteria to be used to generate the attendance letters. 
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1. Select the employee(s) to be included in the letter.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 

 
2. Select the employee group(s) to be included in the letter.  Choose All to report on employees in all employee 

groups.  Use the drop-down to change the option to Selection; then use the search  to select one or a range 

of employee groups. 
 

3. Select the building(s) to be included in the letter.  Choose All to report on employees in all buildings.  Use the 

drop-down to change the option to Selection; then use the search  to select one or a range of buildings.   
NOTE:  The Building lookup browser only contains those buildings for which you were given permissions in your 

User record. 
 

4. Select the attendance code(s) to be included in the letter.  Choose All to report on all attendance codes.  Use 

the drop-down to change the option to Selection; then use the search  to select one or a range of 
attendance codes. 

 
5. Use the Attendance Code field to indicate the column label (up to 30 characters) that is to display above the list 

of attendance code descriptions under the Employee Attendance Balance portion of the letter.  The default 

column heading is Attendance Code, however you can change the text as desired (e.g., Attendance Bank, Bank 
Description, etc.).   

 
6. Use the Prior Balance field to indicate the column label (up to 30 characters) that is to display above the prior 

balance amounts under the Employee Attendance Balance portion of the letter.  The default column heading is 

Prior Balance, however you can change the text as desired (e.g., Initial Balance, Starting Balance, etc.). 
 

7. Use the Annual Earned field to indicate the column label (up to 30 characters) that is to display above the 
annual amounts under the Employee Attendance Balance portion of the letter.  The default column heading is 

Annual Earned, however you can change the text as desired (e.g., Annual Accrual, Yearly Accrual, etc.).  
 

8. Use the Units Taken field to indicate the column label (up to 30 characters) that is to display above the units 

taken amounts under the Employee Attendance Balance portion of the letter.  The default column heading is 
Units Taken, however you can change the text as desired (e.g., Amount Taken, Units Used, etc.). 

 
9. Use the Balance field to indicate the column label (up to 30 characters) that is to display above the remaining 

balance amounts under the Employee Attendance Balance portion of the letter.  The default column heading is 

Balance, however you can change the text as desired (e.g., Remaining, Available, etc.).  
 

10. Use the Return To field to indicate the name of an individual or department to whom the signed letter is to be 
returned.  The default text is The Business Office, however the text can be changed as needed.  This is the 

remittance name that prints in the employee confirmation portion of the letter. 

 
11. Under the Employee Status portion of the window, indicate which employee statuses are to be included or 

excluded.  Check the box that precedes the status(es) of the employees to be included.  Leave the box 
unchecked if employees in a particular status are to be excluded.  Choose to include/exclude employees who are 

Active, Inactive, Temporary, Retired, On-Leave, and/or Pending. 
 

12. Use the Fiscal Year drop-down to choose the appropriate fiscal year for the letter.  nVision will generate letters 

for employees with attendance banks that fall within the selected fiscal year. 
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13. Indicate the Effective Date of the attendance balances that should be printed on the letters.  This is the 
Attendance Balance As Of date that prints in the employee confirmation portion of the letter. 

 
14. The Return Date defaults to 14 days from today’s date and may be changed as needed.  This is the Return By 

date that prints in the employee confirmation portion of the letter.  Use the drop-down arrow to select the date 

from the on-line calendar. 
 

15. Set the Include Taken Amounts drop-down to YES if the letter should include the amount of time used in 
each attendance bank selected.  This setting means that the letter will include the prior balance, annual earned 

accrual, units taken, time donated, and available balance.  Set the drop-down to NO to display only the prior 
balance, annual earned accrual, time donated, and available amount for each selected attendance code. 

 

16. Set the Include Signature drop-down to YES to print an employee confirmation signature line on the letter.  
The confirmation portion of the letter instructs the employee to review the attendance balances, sign, date, and 

return the letter to your facility.  Set the drop-down to NO to exclude the confirmation instruction text and 
employee signature line from the letter. 

 

17. Set the Include Sub-Bank Totals to indicate how sub-bank detail information is to be shown.   
 

When set to Yes, main bank totals are shown that reflects the totals of all the sub-bank units for the main bank 
to which they are chargeable.  With this setting, grand totals for the main bank are displayed. 

 
When set to No, the report displays the main bank and the sub bank(s) individually and lists the amounts for 

each bank on a separate line.  

 
18. Type any specific notes or instructions that should be included in the letter.  Notes will print above the employee 

confirmation instruction line in the letter. 
 

19. Check the Display Attendance Code Description box to display the description of the attendance code, as 

defined in the Attendance Codes Setup table.  Leave the box unchecked to display the attendance codes itself, 
rather than the description. 

 

20. Click  to generate the letters. 

 
 

 
The Attendance Confirmation Letter includes the following information:  employee name, employee address, employee 

group, primary building, position name, attendance code or description, prior balance amount, annual earned accrual 
amount, units taken (if selected), units donated, and remaining balance.  Special notes or instructions are also included, if 

selected.  If the Include Signature flag is set to YES, the letter concludes with a Date and Signature line that the 

employee can use to date and sign the attendance letter when returning it back to the district. 
 

 
 

A sample letter follows: 
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Contract Letters 

The Print Contract Letters option provides the ability to print a salary letter for selected employees.  The letters contain 
the contract, annualized, per diem, hourly, and supplemental earnings from the Appointment Earnings window in 

Employee Payroll Information that fall within the reporting year selected.  This routine provides the ability to print salary 
letters for one or multiple employees, employee statuses, and/or pay profiles, within a selected fiscal year.  Options are 

provided to include/exclude the Employee Agreement, Period Pay Total and/or Disclaimer, and signature.  Additional 

options included allow customization of the text of the Employee Agreement, Employee Confirmation, Period Pay 
Disclaimer, and/or Opening Line.  Account code, benefit, and attendance details can also be optionally included on the 

letter. 
 

NOTE:  If you have projected salaries for a future year but have not yet moved those salaries from Negotiations to 
Payroll and would like to run the letters for that future year, use the Earnings Projection Letters routine on the Reports 

menu in nVision Negotiations.   

 
 

 

Access to Contract Letters 
1. Open the Reports menu tree. 

 
2. Open the Year End Reports menu tree. 

 
3. Click the Contract Letters option. 

 

 

 

The Contract Letter Report window displays. 
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Use this window to select the criteria to be used to generate the salary letters. 
 

1. Use the Fiscal Year drop-down arrow at the top of the window to choose the appropriate fiscal year for the 
letter.  nVision Human Resources will generate letters for earnings from the Appointment Earnings window in 

Employee Payroll Information that falls within the selected fiscal year.   

 
2. Select the employee(s) to be included in the report.  Choose All to report on all employees.  Use the drop-down 

to change the option to Selection; then use the search  to select one or a range of employees. 
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3. Select the pay profile(s) to be included in the report.  Choose All to report on employees in all pay profiles.  

Use the drop-down to change the option to Selection; then use the search  to select one or a range of pay 

profiles. 
 

4. Use the drop-down to choose the appropriate Sort By option: 

     alphabetically by employee name 
     numerically by employee ID number 

     alphabetically by pay profile, then by employee name within each pay profile 
     alphabetically by department, then by employee name within each department 

     alphabetically by check delivery building, then by employee name within each building 

     alphabetically by employee group, then by employee name within each employee group 
 

5. Check the Include Supplemental Appointments box to include earnings from supplemental appointments in 
the letter.  Uncheck the box if the letter should exclude earnings from supplemental appointments. 

 

6. Select the earning(s) to be included in the report.  Choose All to report on all earnings.  Use the drop-down to 

change the option to Selection; then use the search  to select one or a range of earnings. 

 
7. Leave the Combine Appointments box unchecked if earnings from appointments in the same pay profile 

should print on different letters.  Check the box to print earnings from appointments in the same pay profile on 

one letter.  Example:  Employee #1 has 2 appointments – TCH22 (Contract) and TCH22 (Supplemental).  If the 
Combine Appointments box is unchecked, employee #1 will receive TWO Salary letters – one with the Contract 

earning, the other with the supplemental earning.  If the Combine Appointments box is checked, employee #1 
will receive ONE salary letter –with the Contract earning on the first line of the letter and the supplemental 

earning on the second line of the letter. 
 

8. Leave the Include All Fiscal Earnings box unchecked if the letter should only display the earnings that will be 

active based on the Effective Date chosen.  Check the box to print all fiscal earnings regardless of the Effective 
Date entered.  This option is useful for employees who have split or concurrent earnings (i.e., specific earnings 

for the first half of the fiscal year and different earnings for the last half of the fiscal year). 
 

9. Check the Include Primary Email Address box if the employee’s primary email address should be included in 

the letter.  Otherwise, leave the box unchecked.  
 

10. Check the Include School Name and Address box if the school name and address should be printed at the 
top of each letter.  Otherwise, leave the box unchecked. 

 

11.  Check the Include Years in District box if the number of years that the employee has worked at the district 
should be displayed on the letter.  The Years in District information is recorded for each employee on the 

Miscellaneous tab under the Personal Information folder in Human Resources Employee Information. 
 

12. Check the Include Hire Date box if the original hire date should be displayed in the top right-hand corner of the 
letter, under the Primary Department.  Otherwise, leave the box unchecked. 

 

13. Check the Name Switch box if the employee name should be displayed as ‘FirstName LastName’.  Leave the 
box unchecked if the employee name should be displayed as ‘LastName, FirstName’. 

 
14. Check the Include Account Details box if the account codes from which the salaries are being paid should be 

displayed on the letter.  Leave the box unchecked if account details should NOT be included on the letter. 

 
15. Check the Use Address Window Print Option box for proper placement of the employee address if letters are 

being mailed in window envelopes.  Otherwise, leave the box unchecked. 
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16. Check the Include Employer FICA/Medi box to display the employer portion of FICA/MEDI on the letter.  
Otherwise, leave the box unchecked. 

 
17. Check the Include Retirement box if retirement benefits provided by the employer are to be included on the 

letter.  To calculate the amount of this employee benefit, nVision checks the expense rate information from the 

Retirement System Codes Setup table.  The employer contribution rate associated with the employee’s retirement 
system and tier is then multiplied by the employee’s total entitlement for the selected fiscal year.  The Employer 

Cost will be displayed as a benefit on the letter and will be reflected as part of the employee’s total compensation 
for the selected fiscal year. 

 
18. Check the Include Benefit Details box if the benefit start date, provider, insurance type, coverage type, 

employer portion, employee portion, and total cost (from the Employee Information – Appointment Information – 

Benefits tab) should be displayed on the letter.  The report includes those benefits that are active based on the 
selected Effective Date.  Otherwise, leave the box unchecked. 

 
19. Check the Include Attendance box if the letter should display attendance bank information, including the initial 

balance, annual accrual amount, time used, time donated, and available balance.  Otherwise, leave the box 

unchecked. 
 

20. Use the Notice Date field to enter the date (in MM/DD/YYYY format) that is to be displayed on the letter.  Use 
the drop-down arrow to display the on-line calendar.  This date displays to the left of the school official’s 

signature line. 
 

21. Enter the Effective Date of the letter.  This date displays in the “You are hereby notified” line of the letter and is 

used in conjunction with the Include All Fiscal Earnings and Include Benefit Details settings. 
 

22. Indicate which employee statuses are to be included or excluded.  Check the box that precedes the status(es) 
of the employees to be included.  Leave the box unchecked to exclude employees in a particular status.  Choose 

to include/exclude employees who are Active, Inactive, Temporary, Retired, On-Leave, and/or Pending. 

 
23. Check the Include OT Rate box if the letter should display the employee’s overtime rate of pay.  Note that the 

OT Rate will display for Hourly and Annualized Hourly appointments only.  Otherwise, leave the box unchecked.  
 

24. Check the Include Days per Year box if the number of days from the Work Days field on the Appointment 

Earnings tab in Employee Payroll Information should display for all appointment types on the letter.  Otherwise, 
leave the box unchecked. 

 
25. Check the Include Hours per Day box to display the number of hours per day for all appointment types from 

the Hrs Per Day field on the Appointment Earnings tab in Employee Payroll Information.  Otherwise, leave the 
box unchecked. 

 

26. Check the Include Hourly Rate box to display the employee’s hourly rate for all appointment types on the 
letter.  Otherwise, leave the box unchecked. 

 
27. Check the Include Daily Rate box to display the employee’s daily rate for all appointment types on the letter.  

Otherwise, leave the box unchecked. 

 
28. Check the Include Print Options Text to display the pay rate and number of check options per year (for 

example, 26.0 checks or 21.0 checks) at the bottom of the letter.  Then set the drop-down to indicate whether 
the employees are paid on a Bi-Weekly or Bi-Monthly basis.  Next indicate the minimum and maximum 

number of checks per year in the Option 1 and Option 2 fields. 
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29. Click the Opening Line tab to specify the information that is to be displayed in the opening line of the letter. 
 

Leave the Use Default Opening Line box checked if the letters should print the system-default opening line 
text. 

Uncheck the Use Default Opening Line box to customize the text of the opening line in the letter.  Then type 

the Opening Line text in the box below.   
NOTE:  After printing your letters and exiting the window, all customized text is saved in nVision. 

 
Next, check the Display box.  Then use the drop-down to choose whether the Pay Profile, if the employee’s 

pay profile description, or Employee Group, if the employee’s employee group description, should display in the 
opening line of the letter.  If neither the Pay Profile nor Employee Group should be displayed, leave the Display 

box unchecked. 

 
Check the Display Position Name box to include the employee’s position name in the opening line of the letter. 

 
30. Click the Employee Agreement tab to specify any employee agreement and confirmation text that is to be 

displayed on the letter.  Entries on this window are optional. 
 

 
 

Check the Include Employee Agreement box if the letters should print an area where the employee agrees to 
the specified earning.  Then customize the Employee Agreement text in the box below. 

 

Customize the salary acceptance text in the Employee Confirmation box. 
 

Check the Display Employee Signature box if a signature line is to be displayed on the letter, providing a 
place for the employee to sign off on the specified earnings and number of checks per year.   

 
NOTE:  After printing your letters and exiting the window, all customized text is saved in nVision. 
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31. Click the Pay Period tab to specify whether pay period totals and disclaimers are to be displayed on the letter. 
 

 
 

Check the Include Pay Period Total box if period pay amounts are to be totaled on the letter. 
 

Check the Include Pay Period for Earning Entries if period pay amounts for each earning line should be 
displayed on the letter. 

 
Check the Include Period Pay Disclaimer box if period pay amount disclaimer text should be displayed on the 

letter.  Then customize the Period Pay Disclaimer text in the box below. 

 
NOTE:  After printing your letters and exiting the window, all customized text is saved in nVision. 
 

32. If using a digitized signature, click the Signature One tab to specify any signature text and the path of the file. 

 

 
 

First check the box to Include Signature Line.   
 

Check the Include Signature Text box if text, such as the title of the district official who is signing the letter, 
should be displayed directly beneath the signature line.  Then enter the Title of the individual who is signing the 

letter in the next field. 

 



Finance Manager    nVision HR Reports 

 
 

nVision ©Copyright 2018.  FINANCE MANAGER®  All rights reserved.                                                                             258  
www.financemgr.com 

 

Check the Include Signature box if using a digitized signature file that contains the name of either the 
Superintendent of Schools or some other official who is authorizing the contents of the letter.  Checking this box 

enables the Location and Password fields.  Use the browse  button to specify the path or location of 

the signature key file.  Then enter the signature password and click . 

 
NOTE:  After printing your letters and exiting the window, all customized text is saved in nVision. 
 

33. If printing two digitized signatures, click the Signature Two tab to specify any signature text and the path of the 

second signature file. 

 

 
 

First check the box to Include Signature Line.   
 

Check the Include Signature Text box if text, such as the title of the district official who is signing the letter, 

should be displayed directly beneath the signature line.  Then enter the Title of the individual who is signing the 
letter in the next field. 

 
Check the Include Signature box if using a digitized signature file that contains the name of either the 

Superintendent of Schools or some other official who is authorizing the contents of the letter.  Checking this box 

enables the Location and Password fields.  Use the browse  button to specify the path or location of 

the signature key file.  Then enter the signature password and click . 
 
NOTE:  After printing your letters and exiting the window, all customized text is saved in nVision. 
 

34. Click  to generate the report. 
 

 

 
The Contract Letters display the information selected and any customized text.  The top of the letter displays the 

employee name, address, employee ID, primary building name, and primary department name.  If an employee has 
multiple earnings, they will be printed in alphabetical order.  The program will automatically print the hourly rate for 

hourly employees and the daily rate for per diem employees.  A sample letter follows: 
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