
 Job Aid 

  

Hours Reporting 
 

Summary sheets displaying the number of hours worked per 
position, location, department, zone, workgroup, etc. are useful 
resources for LTC administrators and managers. These 
summaries provide real-time data that is needed in order to plan 
budgets.  

Summary sheets reporting hours can be accessed at any time 
from menu items in Attendance on Demand. Menu items are 
typically configured for each workgroup level.  

 

 

 

 

 

 

 

Position hours summary sheets can be configured to display specific groups of 
employees, such as employees who work in nursing positions, with their position, hours 
and dollars per pay designation and total worked hours and dollars. 
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Total worked hours and dollars can be viewed by scrolling to the right side of the report. 

 

Columns in the sheets can be sorted in ascending and descending order and grouped 
according to type by clicking the header of the columns.  

  

Type all or part of a position name in the Filter field and hit the Enter key on your 
keyboard to view all employees working that position to the top of the report. 
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Click an employee name to drill down to the employee’s time card page. Print or export 
reports to an Excel spreadsheet using the Print Preview button and Excel button.  

 

 

Printed reports will appear on screen in as a PDF.  
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Summary sheet listing location, department, zone, etc. hours can be filtered according to 
the selections made from the Period and Pay Period Class drop-down lists.  
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