
 

MSS3: Summary Sheets        Job Aid 
Summary sheets are interactive pages that present cumulative departmental or company information based on 
employee data, such as total hours worked, time cards, employee exceptions and department dollars per day. 
Information in a summary sheet can be sorted and filtered for a specific time period. Drill down options can also 
be used to access additional details in individual employee records. Summary sheets are accessed through menu 
items and can be viewed on screen or printed.  

To view a summary sheet, click the summary sheet menu item. In the example below, the Summary Sheet – 
Time Card menu item was selected. 

 

 
Select a timeframe for the data to be presented by selecting one of the options presented in Period drop-down 
list. 

 
 

 

 

The summary sheets available to you and the how the summary sheet menu items are labeled and located is 
determined by your system setup.  
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Columns of the summary sheet can be sorted by clicking the column header or by clicking the header drop-down 
list and selecting either Sort Ascending or Sort Descending.  

 
The Columns option lets you select which columns will be displayed in the summary sheet. Disable the check box 
for the information you want to remove from the summary sheet view. 

 
 

 
 

 

 

 

 

 

 

The view that you create by sorting and hiding columns can only be presented on the screen. When you 
leave the summary sheet page it will return to the default view. Only the default view can be printed or 
exported. 
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Summary sheets will provide additional summary information when you click in a row of the sheet. For example, 
clicking an employee row in the Time Card summary sheet will let you drill down to the employee’s Time Card. 

 
Printing and Exporting Data 

Print a summary sheet by clicking the Print Preview button in the navigation bar of the summary sheet. A PDF of 
the summary sheet’s default view will download. 

 
 

Click the Excel button in the navigation bar to export a summary sheet to a Microsoft Excel spreadsheet. The 
default view of the summary sheet will be exported.  
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