Report Cenfer
Quick Infro

ADVANSTAFFHR
COLLABORATE. EDUCATE. ELEVATE.



2

Methods for navigating fo the Manager

Portal’s Standard Reports

« Using the search bar, prefix your « Click on the Report Icon and display
search with R: and then begin to a menu of all available reports,
type the name of a report sorted by area of interest
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The Power of

Report
Center

Report Center is a centralized and
consolidated reporting tool.

It comes with many predefined reports
that you can use as is or that you can
quickly customize to meet the specific
requirements of your organization. You
can also easily define the presentation of
the output and change it at any time as
your requirements change.

Report access is role-based. Only the
reports for which your role has access
privileges are available in Report Center.




Methods for Launching the REPORT
CENTER

Using the search bar, type REPORT
CENTER and select Report Center to
launch
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Company' {10242 Application Suggestions

MY PAYROLLS

Report Center
My Support Team

Lead Payroll A

Sommer Cripps
702-598-0000 %219
sommerc@advanstaff.com

Report Center > Reporting
3 (702) 598-0000 ext. 261
sterlingp@advanstaff.com
Benefits & Payroll Manager Risk Management Lead
Jackie Presser Dianne Peace
(702) 598-0000 x250
diannep@advanstaff.com

(702) 598-0000 %207
jackiep@advanstaff.com

HRIS Manager
Melissa Amaon
(702) 598-0000 x247

CEO/President
Philip Richards
(702) 598-0000
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From the My Home (second level
dashboard view) click on Report
Center to launch

Pro-Tip: Save My Home to your
favorites!

@““’”‘"’”‘""“ Y COMPANY MY EMPLC
Company / Dashboard / My Home
v
Favorites Work Centers
Client Events Reporting

Data Retriever
Department Change
Employee Payroll Vouchers

Report Center

Employee Experience
Employee Termination Employee Experience Configuration
My Home
New Hire

Pay Rate Change



Methods for Selecting a Report

(]

Type Title or Keywords Refine the search with Refine the search with
in the search bar Categories Tags

e

dil Report Cente

pay > Categories: Employees w Tags: @ Demographics ﬁ E @

Employees

EE Rate of pay below $14.63 threshold for 7-1-2021 NV DAILY OVERTIME @),

EE Rate of pay below the 7-1-2021 $14.63 NV DAILY OVERTIME. This report captures RATES BETWEEN $13.50 and 14.62 and is an indicator for employees who must be paid NV Da

EE Rate of pay below the 7-1-2021 NV Minimum Wage of $9.75 @&,

EE Rate of pay below the 7-1-2021 $9.75 NV Minimum Wage. Data from: general employee records such as company, pay. and personnel.




Report Result example:

Finding employees who will be subject to a minimum wage increase

Tools available to

Data is returned — userwi Click headers to sort or export or alter the

?Q&:ﬁféi?g;fg \?irgvpdoyees they have rearra nge d O.I.O I’epOI’T resu HS

EE Rate Of Pay Below The 7-1-2021 NV Minimum Wage Of $9.75 ~ m = B© E B % .
Results may be limited by user security Columns Group Aggregate PivotView Save Export °
rch all report fields (ORB status Class: A X | Pay Method: H X | Type: FULL TIME, LEAVE OF ABSENCE, PART .. X | EmployerState: X | Client Name: 3 | PayRate - Hourly:0-9.74 X [l AW I view: Report default ~

State +~ Employer State + ClientID + Client Name +~ Employee Name ~ EEID v  Status Class v PayRate-Hourly |, ~ PayMethod + Type + Position v Years of Service + FLSATyp
P—

NV NV 10246 ADVANSTAFF HR - NEXTGEM DEMO COMPANY MASON MANDY RB0570 A 970 H PART TIME BUSIMESS DEVELOPMENT 1.73

NV NV 10248 ADVANSTAFF HR - NEXTGEM DEMO COMPANY CLARK CHARLIE DEMO 741834 A $9.61 | H FULL TIME BENEFITS CONSULTANT 1.68

NV NV 10248 ADVAMNSTAFF HR - NEXTGEM DEMO COMPANY PIFER PETER 69430 A $9.25Q H FULL TIME 401K MANAGER 0.15

NV NV 10248 ADVANSTAFF HR - NEXTGEM DEMO COMPANY BAKER BETH DEMO P05319 A 910 H FULL TIME BENEFITS MANAGER 1.16

NV NV 10248 ADVAMNSTAFF HR - NEXTGEM DEMO COMPANY SMITH STEVE DEMO DO5308 A $9.00 f H PART TIME EMPLOYEE SERVICES REP 1.82
S—




Get expert help and learn more about
Report Cenfterl!!

Company(s) | ADVANSTAFF HR - NEXTGEM DEMO COMPANY (10246Y o 9

You are here: Navigating the home page

Introduction ™

m = B B B X .

Columns Group Aggregate PivotView Save Export g annahnaliibeihamalnane . .
Navigating the home page

Designating favorites

J US'I' Clic k ‘I'he I.III RepOrt Cent e e e On the Home page, the list of reports shows only the reports to which your administrator has given you access. There are two basic

q Ues.l.io n mork Selecting tags e System reports come with Report Center and are pre-defined. You can temporarily configure a system report based on your re

. Selecting categories e An administrator can modify a copy of a system report and save it as a new custom report. An administrator can also modify a
N The heOder L rE oy as a new report. If the administrator shares a custom report with your role, that report is shown in your list of reports.
Selecting clients

bO r Accessing Report Center For both system and custom reports, any changes that you make to report formatting persist the next time you open the same repqg

Getting Help AT (TS not permanently change the report.

Opening a report
Navigating the home page ™ : s : The list of reports on your Home page may contain some or all of the following types of reports. Each report type is described in de

ReporT CenTer Grid reports ¥

T s lcon Report Type Description
hos O fU ” Working with views System - Grid The data in grid reports is shown in rows and columns. The system provides many options for you
'h’O i nin Working with views reports. For example, you can add, edit, or move columns.
g .
o . Chart and map reports ™ Sl e Ty TR . . . . .
-I-U -I-OI.-I Ol | I bro ry @ System - Chart The data in chart reports is shown as a graph. You can view a different type of graph, select an intg
to separate the data, and specify how to stack the data.

bUil_I_ rig h_l_ in I Templated reports Templated reports

Exporting reports . goa sl

Report Center User Guide




Thank Youl!

For questions or assistance
Feel free to contact your Home Team Representative
Or support@advanstaff.com
Thank you!

@ ~2UNETAF T

COLLABORATE. EDUCATE. ELEVATE.

Note: Training screen shofts- User's access and data may vary based on client configuration. REV. DATE: 06-08-2021




