
 

EMPLOYEE HOURS BY LABOR ACCOUNT 

 
*Useful for payroll approval review.  On the last page of this report, there is a pay code 
allocation summary (see sample below) 
 

 

1. Select the Reports workspace (far right blue section) 

2. Expanding the All; select Employee Hours by Labor Account 

3. Select All Home from the People drop-down menu and a specific time period from the 
Time Period menu; Expand All.  Scroll the report list and select Employee Hours by Labor 
Account.  Make sure to select “Show hours worked in this pay period plus historic edits and 
corrections made for this period” under the Actual/Adjusted drop down menu.   The report 
default is to include all pay codes.  Pay codes can be included/excluded using the left and right 
arrows in the center selection windows. 

 

 

4. Click Run Report 

5. CliCk on Check Report Status, once report has completed running, double click on 

the report to view PDF. PDF can be saved and emailed for distribution. 

 


