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Timesheet Reports List 
This page lists all the Reports accessible to a User, depending on its Group Security settings, within LightWork Time. If you’d like to request a 
change or customized Report is desired, please contact your LightWork Administrator. 
 

Available Reports

 Current Employee Timecards 

 Employee Punches 

 Employee Setup List 

 Hours Entered By Organization Level 

 Hours Entered By Organization Level With Unit Rates 

 PBJ Setup Review 

 PBJ Staff Hours 

 Pay Code Running Total For Date Range 

 Shift Based Absences 

 Shift Based Missed Punches 

 Shift Based Punches 

 Shift Based Tardies 

 Time Change 

 Time In Lieu - Summary 

 Time Off Pay Code Check Balances 

 Time Off Request List 

 Time Off Requests By Pay Policy 

 Time Off Requests by Manager 

 Time Worked X Days In A Row 

 Timesheet Approval Check 

 Timesheet Detail By Pay Code:  

 Timesheet Detail With In Out Actual 

 Timesheet Detail With In Out For Holidays 

 Timesheet Detail With In/Out 

 Timesheet Detail with In/Out Shift 

 Timesheet Summary 

 Timesheet Summary - OT 

 Timesheet Summary Above X Hours 

 Timesheet Summary By Week 

 Timesheet Summary Flash 
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Parameter Screens  
LightWork Reports are entirely customizable based on desired ‘parameters’ that filter the report results to provide you with the most useful insights into your 

data.   

 Within the For Employees section, a user can enter a specific segment of their workforce they’d like to filter the report by such as ‘My Employees’ which 

would see all the employees they have configured access to under User Security, ‘Specific Employees’ which restricts the report to a dynamic list of 

employees selected,  and ‘Selected Organization Level(s)’ which allow the report to be filtered by Company as well as by the Organization Levels 

available in the system (for example these can be Division, Department, or Location).  
 Within the Pay Policies section, a user can assign the specific Pay Policies they’d like the report to limit by. If none are moved to the Assigned section 

then all Available options would be applied as the parameter for Pay Policies.  
 The Date Range, Grouping, Sorting, and Output options allow a user to further customize how the report is run and how it will display the found results.  
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Common Functionality  
These are functions that are shared within all out-of-box LightWork Reports and are found within the Parameter Screen.  

 For Employee(s) selection: These options allow you to select My Employee (employees who have been configured for your user to have access to within 

User Security such as Direct Reports), Specific Employees (employees selected from a list of employees your user has access to), and Selected 

Organization Levels (which would allow you to refine results based by Company as well as Company Specific Organization Levels).  

 

 Date Range selection: Most reports allow you to utilize Pay Period selection which would automatically fill out the ‘From Date’ and ‘To Date’ parameters 

for your report. If you desire more specific control over the timeframe queried as part of this report, feel free to make your selections for the To/From 

fields. 

 

 Output Type selection: Output type allows you to select the method in which your report is delivered. All reports can be exported into a PDF or Excel.  

Note: If the PDF method is selected a new tab will be opened which may be prohibited by pop-up blockers. If the Excel method is selected the report will 

be brought directly into a CSV file to open in Excel and formatting may be affected. Formatting may require manual intervention.  

Each of these reports is controlled by a ‘securable’ which allows for efficient control over what users can have access to them. This security measure allows 

Administrators to easily grant/remove access to these tools.  

 

 

 

 

 

 

If you have any questions regarding these reports, their functionality, or potential customizations to make these work better for your organization, please 

reach out to the LightWork Team at Support@lightworksoftware.com. 
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Current Employee Timecards 
Available Parameter(s): Company List. 
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Employee Punches 

Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policy, Date Range, Grouping, Sorting, and 

Output Type.  
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Employee Setup List 

Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policy, Date Range, Grouping, Sorting, and 

Output Type. 
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Hours Entered by Organization Level 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policy, Date Range, Grouping, and Output 

Type. 

 



 
 

11 
 

Hours Entered by Organization Level (with Unit Hours) 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policy, Date Range, Grouping, and Output 

Type. 
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Payroll-Based Journal ‘PBJ’ Setup Review 
Available Parameter(s): None. This report does not have filtering parameters in place; it simply pulls configured pay codes and locations associated with the 

Payroll-Based Journal set-up.  
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Payroll-Based Journal ‘PBJ’ Staff Hours 
Available Parameter(s): Settings (Year, Quarter, Use Date Range, Facility ID, and State), Company and Organization Level(s) selections.  
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Pay Code Running Total for Date Range 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policy, Date Range, For Pay Code(s), 

Grouping, Sorting, and Output Type.  
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Shift Based Absences 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policy, Date Range, Grouping, Sorting and 

Absences Only, and Output Type.  
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Shift Based Missed Punches 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policy, Date Range, Grouping, Sorting, and 

Output Type.  
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Shift Based Tardies 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policy, Date Range, Grouping, Sorting, and 

Output Type.  
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Time Change  
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policy, Date Range, Grouping, Sorting and 

Output Type.  
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Time in Lieu - Summary 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policy, Date Range, Grouping, Sorting, and 

Output Type.  
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Time Off Pay Code Check Balances 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policy, Date Range, Grouping, Sorting, and 

Output Type. 

 



 
 

21 
 

Time Off Request List 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policy, Date Range, Grouping, Sorting, and 

Output Type. 
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Time Off Requests By Pay Policy 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Date Range, Include Request Status Options 

(Submitted, Cancelled, Approved, Denied), and Output Type. 
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Time Off Requests By Manager 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels, Direct Reports Only), Date Range, Include Request 

Status Options (Submitted, Cancelled, Approved, Denied), and Output Type. 
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Time Worked X Days In A Row 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policy, Date Range, Sorting, and Output Type.  
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Timesheet Approval Check 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policy, Date Range, and Output Type.  
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Timesheet Detail by Pay Code 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policy, Date Range, Pay Code selections, 

Grouping, Sorting, and Output Type.  
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Timesheet Detail with In/Out Actual 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Date Range, Pay Code selections, Grouping, 

Sorting, and Output Type.  
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Timesheet Detail with In/Out Shift 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Date Range, Pay Code selections, Grouping, 

Sorting, and Output Type.  
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Timesheet Summary 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policies, Date Range, Grouping, Sorting, and 

Output Type.  
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Timesheet Summary - OT 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policies, Date Range, Grouping, Sorting, and 

Output Type.  
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Timesheet Summary Above X Hours 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policies, Date Range, Grouping, Sorting, 

Hours Above, Show Detail, and Output Type.  
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Timesheet Summary by Week 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policies, Date Range, Grouping, Sorting, and 

Output Type.  
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Timesheet Summary by Week 
Available Parameter(s): Employee Selections (My Employees, Specific Employee, Selected Organization Levels), Pay Policies, Date Range, Grouping, Sorting, and 

Output Type.  
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Thank You 
Need More Info? Contact your LightWork Representative with any questions.  


