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Course Introduction 

Welcome 
Welcome to Introduction to Advanced Reporting for ADP Workforce Now. This training 
includes U.S. spellings and the date construct of month/day/year. You will see your expected 
spellings and date constructs in your solution back on the job. 

Navigating WebEx 
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 Course Purpose 
This course prepares you to use Advanced Reporting to generate custom reports. 

Course Agenda 
 Exploring Reporting Options 

 Using Sample Reports 

 Creating Advanced Reports 
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 Exploring Reporting Options 

What Are My Reporting Options? 

Overview 
ADP Workforce Now includes various types of reports to meet your different needs.  

 

Types and Descriptions 
The following table describes the report types. 

 

Type of Report Description 

Standard reports Predefined reports that are read-only; you can run them but cannot 
customize, nor create copies to customize 

My reports Standard reports that you can save with your criteria  

Sample reports A predefined collection of reports that are read-only; you can make copies of 
these reports, and customize the copies 

Custom reports Reports that you can design from scratch using available reporting fields, or 
you can create a copy of any of the sample reports and then edit the copy to 
meet your specific reporting needs 

Note: You can choose from two methods of custom reporting: Simplified and 
Advanced. 

 

Examples 
Standard report: A practitioner wants to quickly view the payroll information before sending 
it to ADP for processing. He uses a standard report with a predefined group of fields to quickly 
view the desired information. 

My report: A practitioner wants mailing labels listing employees’ names and addresses. She 
runs the My Team Name and Address Labels report, specifying the company code and label 
format, and saves the report with those criteria.  

Sample report: A practitioner wants a report listing employees’ regular pay. She runs the 
Earnings sample report, which includes employees’ names, file numbers, and regular pay rate 
earnings. 

Custom report: The practitioner needs more information than what the sample report 
includes, so she copies the Earnings sample report and customizes it to include the employees' 
job titles. 
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 Custom Reports 
With custom reports, you can choose the fields to include in your reports. You can also create 
your own fields, such as those used to project salary increases. Custom Reports enables you to 
rearrange columns, rename column headings, and apply various formatting options to your 
reports. You can schedule your reports to run at specified times or on a regular, recurring 
schedule. You can create an unlimited number of reports, which you can view in several 
different formats.  

You can choose from two methods of custom reporting: Simplified Reporting and Advanced 
Reporting. With Simplified Reporting, you can create basic custom reports. Advanced 
Reporting allows you to build more complex reports with additional filtering and formatting 
options. 

Example 1 
The following custom report of employees' home departments and managers has been exported 
to a spreadsheet. 
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Example 2 
The following custom report shows the calculated accrual liability if Geneva Video Games 
cashed out employees' unused time off. 

 

Example 3 
The following PDF of a custom report includes field calculations. 

 



INTRODUCTION TO ADVANCED REPORTING FOR ADP WORKFORCE NOW HANDOUT MANUAL 

 

Copyright  2012–2018 ADP, LLC 6 V01081881160WFN15 

Important Information 
The standard and sample reports available to you depend on which modules your company has 
selected. 

Additional Resources 
For more information about standard reports, see the following resources: 

 Online Help 

 Maintaining Employee Information for ADP Workforce Now course 

 Learning bytes, which are available on the Support Center  

 Standard Reports Guide, which is available on the Support Center under Support 
Center Resources > Product Documentation 

For more information about custom reports using Simplified Reporting, see the following 
resources: 

 Online Help 

 Creating Simple Reports in ADP Workforce Now course 
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 When to Use Advanced Reporting 

Overview 
You use Advanced Reporting for more complex reporting needs. If you need to do any of the 
following tasks, you must use Advanced Reporting:  

 Create a form report. 

 Create data extract files. 

 Create a mailing label report. 

 Use advanced formatting options for PDF output. 

 Calculate totals or averages for multiple currency types. 

 Create advanced filters. 

Examples 

 You need to create mailing labels to send your employees some important company 
information. You can create a custom report using the Advanced Reporting tool to 
print the mailing labels that you need. 

 You have been asked for a report for an upcoming executive meeting. You want to 
provide the results in PDF format with your company's branding and logo. 
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 Planning Custom Reports 
Your answers to a series of questions will help you to create the blueprint and plan for your 
custom report, enabling you to include only the information that you need in your report. Your 
answers may help you determine whether you will need to use Simplified Reporting or 
Advanced Reporting. If you cannot determine during the planning stage, you can begin to 
build your report in Simplified Reporting and then switch to Advanced Reporting if you are 
unable to complete a needed task. 

Without planning, you may need to update and edit your report numerous times to achieve the 
desired results. 

Guidelines 
You should ask yourself some of these common questions when planning a custom report: 

 Which fields should I include? 

 In what sequence do I want the fields to be displayed? 

 Will I need to include any calculations, such as totals? 

 Do I need to filter the results? What filter will I need? 

 How should I sort my report results? 

 What do I plan to do with the output? (For example, do I want to print it for a quick 
reference, send it to others as an email attachment, or manipulate the data?) Which 
output format meets my needs? 
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 Using Sample Reports 

Activity: Running a Sample Report 

Scenario 
Your company likes to recognize employees' dedication. ADP provides a Years of Service 
sample report that shows how long employees have been with your company. You want to run 
this report so that you can send thank-you cards to employees. 

Instructions 
Starting Point: Reports > Custom Reports > Sample Reports  

 

Step Action 

1 In the Report Name field, enter Year.  

2 Click Filter. 

3 Locate the Years of Service sample report and click  (action). 

4 Click Run. 

5 In the Runtime Settings section, in the As Of Date field, enter today's date. 

6 In the Output Settings section, in the Default Format field, select HTML. 

7 Expand the Summary section and then click Run. 

Result: The report results are displayed. 

8 Click Refresh until the Status field displays Completed. 

9 Click Years of Service. 

 

Important Information 
ADP Workforce Now retains your report output for five calendar quarters or until you delete it. 
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 Activity: Modifying a Sample Report 

Scenario 
You want to include the employees' address, city, state, and zip/postal code to send a company  
thank-you card. 

Instructions, Part 1: Copy the Sample Report 
Starting Point: Reports > Custom Reports > Sample Reports 

 

Step Action 

1 In the row for the Years of Service report, click  (action) and select Copy.  

2 In the Report Name field, enter Employee Years of Service with Addresses. 

3 Click Copy. 
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Instructions, Part 2: Modify the Copied Report 
 

Step Action 

1 On the Report wizard menu, click 2. Select Fields. 

2 In the Find Fields list, in the Personal Profile > Addresses file, select each of the following 
fields, and then click Add Selected: 

 Legal/Preferred Address: Address Line 1 

 Legal/Preferred Address: City 

 Legal/Preferred Address: State/Territory Code 

 Legal/Preferred Address: Zip/Postal Code 

 Legal/Preferred Address: Country 

3 In the Search for Fields field, enter department. 

4 In the Find Fields list, in the Common Fields file, select Home Department Description 
(Employment Profile) and then click Add Selected. 

5 In the Selected Fields list, select Home Department Code (Corporate Groups) and click 
Remove Selected. 

 

Instructions, Part 3: Run the Modified Report 
 

Step Action 

1 On the Report wizard menu, click 7. Run a Report. 

2 Click Run. 

3 Click Refresh until the Status field displays Completed. 

4 Click Employee Years of Service with Addresses. 

 

Important Information 
You run sample reports by selecting Reports > Custom Reports > Sample Reports. You run the 
copied reports that you make by selecting Reports > Custom Reports > All Reports. You view 
all of the reports that you have run by selecting Reports > View > Reports Output. 

Additional Resources 
For more information about copying sample reports, see online Help or learning bytes. 
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Key Points 

 If you would like to make changes to a sample report, you must first make a copy of 
the report. 

 To create a copy of a sample report, on the Reports page, click the Action icon and 
select Copy. 

 You can change the name of your copy. 

 You run sample reports from Reports > Custom Reports > Sample Reports. 

 You run copied reports from Reports > Custom Reports > All Reports. 

 You view all of the reports that you have run by selecting Reports > View > Reports 
Output. 
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 Creating Advanced Reports 

Reviewing the Report Wizard 

Overview 
In addition to guiding you through the report setup process, the Report wizard provides you 
with instructions and useful tips during each of the seven steps of the wizard. 

 

Steps of the Report Wizard 
The following table describes each step of the Report wizard. 

Steps 1 and 2 are required. All other steps are optional, and you can access them in any order, 
as needed. 

 

Step Description 

1. Name Your Report Select the report type and whether the report is public or private. 
Enter the name of your report and the title that will be displayed at 
the top of your report. The title will default to the report name. The 
report description is used for your reference only. If your company 
uses folders, you may assign the report to a folder, if desired.  
This step is required. 

2. Select Fields Select the fields that you would like to include in your report. Use 
the Add Selected button to move your selections to the Selected 
Fields list or the Move Selected buttons to change the sequence of 
the selected fields.  
This step is required. 

3. Select Sort Order Select the fields for which to sort your report results. Use the Move 
Selected button to move your selections to and within the Selected 
Fields list. 

4. Specify Totals Set options for how to display information such as counts, 
averages, and totals. 

5. Select Format Adjust the text, size, alignment, and order of the columns, and 
change column headings. 

6. Add Filters Add or change settings for filtering the data that is displayed in 
your report. 

7. Run a Report Verify the report title, default output format, number of lines, the 
effective date of the data to include, and other settings before you 
run your report. 

 

Additional Resources 
At any point in the Report wizard, you can click the Help icon to access online Help topics 
specific to the step that you are currently completing. You can also access the Custom Reports 
learning bytes. 
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Activity: Selecting Fields in a Custom Report 

Scenario 
As your company budgets for the coming year, you need to create a report of all employees' 
current annual salaries and their departments.  

Instructions, Part 1: Create a Simple Custom Report 
Starting Point: Reports > Custom Reports > Set Up New 

 

Step Action 

1 In the Report Name field, enter Annual Salary and then click Select Fields. 

2 In the Search for Fields field, enter Salary. 

Result: A list of fields matching your filter text is displayed. 

3 In the Search Results list, click (add) next to Annual Salary. 

4 In the Search for Fields field, enter Employee Name. Then, in the Search Results list, click 
(add) next to the Employee Name field bundle. 

5 Search for Home Department Description and then select it from the Employment Profile. 

6 In the Search for Fields field, enter Compa Ratio. 

Result: No fields match the search criteria. 

7 Click Try Searching In All Fields. 

Result: The Compa Ratio field is displayed. 

8 In the Search Results list, click (add) next to Compa Ratio. 
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Instructions, Part 2: Switch to Advanced Reporting and Run the 
Custom Report 

 

Step Action 

1 At the bottom of the page, click Advanced Reporting. If the Before You Continue to 
Advanced Reporting window opens, click Continue. 

Result: The Report wizard is displayed. 

2 In the Selected Fields list, select Last Name and click  (move selected up) to position it first 
in the list. 

3 In the Selected Fields list, select First Name and click  (move selected up) to position it 
second in the list. 

4 In the Selected Fields list, select Compa Ratio and click  (move selected up) to position it 
after Annual Salary. 

5 On the Report wizard menu, click 7. Run a Report. 

Then, if the Unmatched Records window opens, accept the default option Include the 
Employee in the Report Only if Information Exists in at Least One of the Fields in Each of 
the Files and then click OK. 

6 In the Default Format field, select HTML. 

7 Click Run. 

8 Click Refresh until the Status field displays Completed. 

9 Click Annual Salary. 
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Explore: Unmatched Records Window 
When you select fields from multiple files to create a report, you may have employees who 
have data in one file but not another. If so, the Unmatched Records window will open. 
Matched records means that data exists for the employee in each of the files selected. 
Unmatched records means that data does not have to exist in each file for the employee's 
record to be displayed in your report. Your selection in this window affects the number of 
records that will be displayed in your report. 

 

Options and Descriptions 
The following table describes the options that you can select in the Unmatched Records 
window. 

 

Option Description 

Include the Employee in 
the Report Only if 
Information Exists in at 
Least One of the Fields in 
Each of the Files 

The employee must have data in each of the files that you have selected to 
include in your report. If the employee has data in one file but not another, 
the employee will not be included in your output. 

Example: 

Include the Employee in 
the Report Even if 
Information Is Not 
Available in One or More 
of the Fields in Each of the 
Files. Missing Information 
Will Appear as Blanks in 
the Report 

An employee will be included in your report regardless of whether the 
employee has data in every file included in your report. In this example, 
neither Steven nor Indira has data in the file containing the education 
fields.  

Example: 

Important Information 
Simplified Reporting applies the unmatched option to all reports, so you might have records in 
your report with blank fields. If you want only matched records in your report, you need to 
switch to Advanced Reporting.  
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Using Data Reference Guides 

Overview 
When you plan and create a custom report, the Data Reference Guides can help you. You 
should also plan your field sequence and determine whether your report will be public or 
private. 

The Data Reference Guides also identify whether a field is in Simplified Reporting or in 
Advanced Reporting. A "No" in the Available in Simplified Reporting? column indicates that 
the field is an advanced reporting field. You can add advanced reporting fields without leaving 
Simplified Reporting. If you do not see the fields you are looking for in Simplified Reporting, 
go to the bottom of the search results fields list and click + more results to see and add fields 
from Advanced Reporting. 

 

Accessing Data Reference Guides Job Aid 
To help you find the data that you need for your report, access the Data Reference Guides on 
the Support Center.  

Instructions 
 

Step Action 

1 In the upper-right corner of any page, click  (support). 

2 Select Product Documentation. 

3 In the Data Reference Guides section, select the desired Data Reference Guide. 
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Effective-Dated Fields 
A file marked with the indicator  includes fields that are effective-dated, such as time off 
policies. When you point to the indicator, a tooltip will display explaining that including fields 
from this file will result in you being prompted for a desired date when running the report. 

 

Effective-dated fields contain information that goes into effect as of a particular date. When 
entering a new value in an effective-dated field, the value being replaced is saved as part of a 
historical record. 

When running a report that includes an effective-dated field, you will be asked for the effective 
date of the data. The following runtime options may be available to you in Step 7 of the Report 
wizard: 

 Effective as of a Given Date 

 Effective between Two Dates 

 Effective as of a Payroll Cycle 

 All Records 

 

Using these runtime options, you can choose to include past, current, or future data in your 
report. 

Important: When running a report, Simplified Reporting applies a single date to all effective-
dated fields. If you want to use different dates for different fields, you need to use Advanced 
Reporting. 

Example 
Last week, you changed Donald Cole's job title from Junior Accountant to Accountant to be 
effective the fifteenth of next month. Today, you create and run a report that includes the 
employees' job titles. If you enter an effective date for your report that is before the fifteenth of 
next month, Donald's job title will display Junior Accountant in the report. If you enter an 
effective date for your report that is the fifteenth of next month or later, Donald's job title will 
display Accountant in the report. 

Additional Resources 
For more information about effective dating, complete the Using Effective Dating in  
ADP Workforce Now course. 
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Activity: Sorting and Including Totals 

Overview 
Step 3 of the Report wizard enables you to sort your report results. Step 4 of the Report wizard 
enables you to display line breaks, averages, and totals in your reports, as well as count the 
number of records. 

Scenario 
You would like to change the Annual Salary report to sort first by department and then by last 
name. You also need to show the average and total salaries for each department and for the 
entire company. 

Instructions, Part 1: Sort and Include Totals on the Report 
Starting Point: Reports > Custom Reports > All Reports 

 

Step Action 

1 In the Annual Salary row, click (action) and select Edit/Run. 

2 On the Report wizard menu, click 3. Select Sort Order. 

3 In the Find Fields list, in the Common Fields file, select Home Department Description 
(Employment Profile) and then click Add Selected. 

4 In the Selected Fields list, select Home Department Description and then click Move 
Selected Up until Home Department Description is displayed at the top of the list. 

Note: Accept the ascending order default for Home Department Description and Last Name. 

5 Click Save and Next. 

6 In the Annual Salary row, select Total and Average. 

7 In the Associate ID row, select Count Distinct. 

8 In the Home Department Description row, do the following: 

 In the Break column, click the down arrow and select New Page. 

 In the Show in Header column, select the check box. 
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Instructions, Part 2: Run the Report 
 

Step Action 

1 On the Report wizard menu, click 7. Run a Report. 

2 In the Default Format field, confirm that HTML is selected. 

3 Click Run. 

4 Click Refresh until the Status field displays Completed. 

5 Click Annual Salary. 

Result: The report results are displayed in the default HTML format. 

6 After reviewing the output, close the report results. 

7 In the Annual Salary row, click  (action) and select PDF. 

8 After reviewing the output, close the report results. 

Sorting by a Field that Is Not in Your Report 
You can sort your report by a field that is not in your report. To do this, in Step 3 Select Sort 
Order of the Report wizard, click  (filter) to the left of the Search Selected Fields field, 
change Selected Fields to Fields, and then search for the desired field. 
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Explore: Specify Totals 
The following graphic illustrates Step 4 Specify Totals in the Report wizard. 

 

Elements and Descriptions 
The following table describes the elements of the Specify Totals step in the Report wizard. 

 

Element Description 

Sort Order Indicates the order in which the records will be sorted, as defined in Step 3. 

Show in Header Will display values for this field as a column header rather than displaying for 
each employee record when using HTML and PDF outputs. 

Field Indicates the fields included in this report, as you selected in Step 2. 

Count Will count the number of values for this field in the report. 

Note: Counts will not be displayed for the first column in a report. 

Count Distinct Will count the number of distinct, unique values for this field in the report. 

Note: Counts will not be displayed for the first column in a report. 

Min Value Will show the minimum value for a field for the records included in the report. 

Note: Minimum values will not be displayed for the first column in a report. 

Max Value Will show the maximum value for a field for the records included in the report. 

Note: Maximum values will not be displayed for the first column in a report. 

Average Will show the average for all records. When a report includes multiple 
currencies, the averages will be for each currency. All Canadian dollars will be 
averaged, and all U.S. dollars will be averaged. 

Note: Averages will not be displayed for the first column in a report. 

Total Will provide a total for the field. When a report includes multiple currencies, 
the totals will be for each currency. All Canadian dollars will be totaled, and all 
U.S. dollars will be totaled. 

Note: Totals will not be displayed for the first column in a report. 

Break Will break records in the report at a new line or on a new page when the value 
for a field changes in the report. 

 If you select New Line, subtotals will be displayed on the next line in the 
report and the next record resumes on the following line.  

 If you select New Page, subtotals will be displayed at the end of each 
grouping and the next record starts on a new page. This option only works 
with certain output formats, such as PDF. 
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Explore: Select Format 
The following graphic illustrates Step 5 Select Format in the Report wizard. 

 

Elements and Descriptions 
The following table describes the elements of the Select Format step in the Report wizard. 

 

Element Description 

Standard Formatter 
link 

Change the format page to a standard formatter that provides a limited 
number of formatting options. 

Page Size field Select the page size desired for your report. 

Orientation field Indicate whether your report output should be displayed in portrait or 
landscape mode. 

Wrap Column Titles 
check box 

Indicate whether a column title that is wider than the column itself should 
wrap to a second line. 

Odd/Even Row 
Coloring check box 

Indicate whether you would like alternating rows to be shaded. 

Borders on Cells 
check box 

Select if you would like borders between each column and each row. 

Suppress Zero Values 
check box 

Select if, when the report includes numerical fields, you would like any 
records with a zero in that field to display a blank. This setting only applies 
to HTML or PDF formats. 

Print Runtime Settings 
check box 

Select if you would like runtime settings that you indicate on Step 7 of the 
Report wizard to be displayed in the report results. 

More Options link Click to display a list of additional report formatting options.  

Font Attributes box Position your cursor over a field or heading to use the formatting options in 
the box that is displayed to change various font attributes. 

Drag Field Here to 
Create a Header 
section 

Drag fields to this section to be displayed once as the header for a group of 
records rather than displaying the value on each record. 
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Important Information 
You can change the default formats for your reports when defining your user preferences. 

Additional Resources 
For more information about user preferences or formatting elements, see online Help. 
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Activity: Formatting a Report 

Overview 
Step 5 of the Report wizard enables you to customize the layout and format of your report. 

Scenario 
You will be sharing the Annual Salary report at an upcoming meeting. Your manager has 
requested that you format the report to be more visually appealing and easier to read.   

Instructions 
Starting Point: Reports > Custom Reports > All Reports 

 

Step Action 

1 In the Annual Salary row, click  (action) and select Edit/Run. 

2 On the Report wizard menu, click 5. Select Format. 

3 In the Page Layout section, click Landscape. 

4 In the Report Format section, place your cursor between the two columns, and then click and 
drag to resize the column. Do this for all of the columns. 

5 Point to Associate ID and do the following: 

 Click the Italic icon. 

 Select Apply to All Column Heading. 

6 Point to one of the salaries and then do the following: 

 Click Format Currency. 

 In the Symbol field, select Currency Code Suffix. 

 In the Thousand Separator field, confirm that Comma (,) is selected. 

 Click OK. 

7 Click in the Home Department Description header and then do the following: 

 Select the text. 

 Enter Department. 

8 Point to the Annual Salary header and then do the following: 

 Click the Background Color icon. 

 Select a color. 

 Select Apply to All Column Heading. 

9 Select Odd/Even Row Coloring. 

10 Click Save. 
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What Is Filtering? 
Filtering enables you to determine what data to include or exclude from your report based on 
certain criteria. You can define your filters in Step 6 of the Report wizard.  

A filter consists of a field, an operator, and a value. 

Examples 
List the field, operator, and value that you could use to create a filter for each of the following 
examples. 

 

Example Possible Filter 

Show only employees in the Sales department.  

 

 

Show only hourly employees. 

 

 

 

Include only employees who have been with the 
company for five years or more. 
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Activity: Filtering a Report 

Scenario 
You need to modify your Annual Salary report to include only the active employees whose 
annual salary is more than $75,000. 

Instructions, Part 1: Plan the Report 
Given the scenario, what filter will you need? 

Instructions, Part 2: Create the Filter 
 

Step Action 

1 On the Report wizard menu, click 6. Add Filters. 

2 Click Add a Filter Statement. 

3 In the Field field, click  (search). 

4 Enter Annual Salary and select the field. 

5 In the Operator field, select > (greater than). 

6 In the Value field, enter 75000. 

7 Click Add. 

8 Click And. Then, repeat steps 2-7 to add the following filter: 

Position Status = Active 

 
 

You must click Add after defining your filter, or you will not be able to save and run the report. 

Instructions, Part 3: Run the Report 
 

Step Action 

1 On the Report wizard menu, click 7. Run a Report. 

2 In the Default Format field, confirm that HTML is selected. 

3 Click Run. 

4 Click Refresh until the Status field displays Completed. 

5 Click Annual Salary. 

Creating a Filter with a Field that Is Not in Your Report 
When selecting fields to filter on, the system will default to filter on the fields that you selected 
in Step 2. You can select one of these fields to use in your filter. Similar to sorting on a field 
that is not in your report, you can also select fields that are not displayed by default by clicking 

 (filter) to the left of the Search Selected Fields field and changing Selected Fields to Fields. 
Or, in the Field field, you can type the field name when you are first adding the new filter. 

Additional Resources 
For information about creating complex filters with multiple criteria, refer to the Creating 
Advanced Reporting Filters in ADP Workforce Now course. 



INTRODUCTION TO ADVANCED REPORTING FOR ADP WORKFORCE NOW HANDOUT MANUAL 

 

Copyright  2012–2018 ADP, LLC 27 V01081881160WFN15 

Practice: Building, Formatting, and Filtering a Custom Report 

Scenario 
Your company is performing a pay rate audit, and you need to create a report that lists each 
employee's name, associate ID, rate amount and type, years of service, and hire date. 

 Sort by Regular Pay Rate Description and then by Hire Date, displaying the newest 
employees first. 

 Format your Pay Rate Audit report as follows: 

 Change all of the column headings to bold, 12-point Tahoma font. 

 Change the Grand Totals and Average headings to italic font. 

 Add a currency code prefix to the Regular Pay Rate Amount column, instead of a 
currency symbol prefix. 

 Change the background color of the Regular Pay Rate Amount column. 

 Enable the options to wrap column titles and to add odd/even row shading. 

 Include only active employees on your report. 

Instructions, Part 1: Plan the Custom Report 
Based on the scenario, answer the following questions. 

 

Question Answer 

Which fields should I include?  

 

 

Will I need to include any calculations, such as 
totals? 

 

 

 

Do I need to filter my results? What filter will I 
need? 

 

 

 

Should I use Simplified Reporting or Advanced 
Reporting to create this report? 
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Instructions, Part 2: Create the Custom Report in Advanced 
Reporting 

 

Step Action 

1 Create a new custom report. 

2 In the Report Name field, enter Pay Rate Audit. 

3 Click Advanced Options and select Advanced Columnar. 

4 In Step 2, select the following fields for your report: 

 Last Name (Personal Profile) (from the Common Fields file) 

 First Name (Personal Profile) (from the Common Fields file) 

 Associate ID (Employment Profile) (from the Common Fields file) 

 Regular Pay Rate Description (from the Employment Profile - Pay Rates > Regular Pay file) 

 Regular Pay Rate Amount (from the Employment Profile - Pay Rates > Regular Pay file or 
the Common Fields file) 

 Years of Service (from the Employment Profile > Employment file) 

 Hire Date (from the Employment Profile > Employment file or the Common Fields file) 

Note: If the Unmatched Records window opens, select Include the Employee in the Report Only 
if Information Exists in at Least One of the Fields in Each of the Files. 

5 In Step 3, sort by Regular Pay Rate Description and then by Hire Date, displaying the newest 
employees first. 

Hints:  

 Use the toggle switch to change the sort order of the Hire Date field. 

 Remove Last Name from the Selected Fields list. 

6 In Step 4, apply the following changes: 

 Display the average and total rate amounts for all employees.  

 Display pay-rate type description values in a header rather than on each individual row. 

 Show subtotals by pay-rate type description, with the next group of records displaying on a 
new line. 

7 In Step 5, apply the following formatting, as time permits: 

 Change the page orientation to Landscape. 

 Change all of the column headings to bold, 12-point Tahoma font. 

 Change the Grand Totals and Average headings to italic font. 

 Add a currency code prefix to the Regular Pay Rate Amount column, instead of a currency 
symbol prefix. 

 Change the background color of the Regular Pay Rate Amount column. 

 Enable the options to wrap column titles and to add odd/even row coloring. 

8 In Step 6, using the Position Status field, create a filter to include only active employees. 

Hint: This field is not in your report. To filter on a field that is not included in your report, click   
(filter) to the left of the Search Selected Fields field and change Selected Fields to Fields. Then 
search for the desired field. Or, in the Field field, type the field name when you are first adding 
the new filter. 

9 In Step 7, run and view the report output in HTML. 

 

 
You must click Add after defining your filter, or the filter will not be added to your report. 
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Instructions, Part 2: Create the Custom Report in Simplified 
Reporting 

 

Step Action 

1 Create a new custom report. 

2 In the Report Name field, enter Pay Rate Audit. 

3 Click Select Fields. 

4 Select the following fields for your report: 

 Last Name  

 First Name  

 Associate ID 

 Regular Pay Rate Description 

 Regular Pay Rate Amount  

 Years of Service (from the Employment Profile > Employment file) 

 Hire Date  

4 Save and run the report with the default settings. 

5 Sort by Regular Pay Rate Description and then by Hire Date, displaying the newest employees 
first. 

6  Display the average and total rate amounts for all employees.  

 Display pay-rate type description values in a header rather than on each individual row. 

 Show subtotals by pay-rate type description, with the next group of records displaying on a 
new line. 

Hint: You cannot apply two different functions (average and total) to the same field, so to 
complete this step, you need to switch to Advanced Reporting. Click the Edit icon, and at the 
bottom of the page, click Advanced Reporting.  

7 In Step 5, apply the following formatting, as time permits: 

 Change the page orientation to Landscape. 

 Change all of the column headings to bold, 12-point Tahoma font. 

 Change the Grand Totals and Average headings to italic font. 

 Add a currency code prefix to the Regular Pay Rate Amount column, instead of a currency 
symbol prefix. 

 Change the background color of the Regular Pay Rate Amount column. 

 Enable the options to wrap column titles and to add odd/even row coloring. 

8 In Step 6, use the Position Status field to create a filter to include only active employees. 

Hint: This field is not in your report. To filter on a field that is not included in your report, click   
(filter) to the left of the Search Selected Fields field and change Select Fields to Fields. Then 
search for the desired field. 

9 In Step 7, run and view the report output in HTML. 

 

 
You must click Add after defining your filter, or the filter will not be added to your report. 
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Practice Results: Building, Formatting, and Filtering a Custom 
Report 
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Key Points 

 Because Custom Reports has various capabilities, it is important that you plan what 
you want to include in your report before creating it. 

 Advanced Reporting guides you through the Report wizard and allows you to apply 
more advanced options for sorting, totaling, formatting, and filtering. 

 If you want to use different dates for effective-dated fields, you need to use Advanced 
Reporting. 

 After you click Save & Next in the Report wizard, you can exit the wizard at any time. 
When you return, the wizard resumes from where you left off. 

 In Step 4 of the wizard, use the Break column to include subtotals on your report. 

 Filtering enables you to determine what data to include or exclude from your report 
based on certain criteria.  

 You must click Add after defining your filter, or you will not be able to save and run 
the report. 
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Course Closing 

The Bridge 

 is an online community for payroll and HR professionals where you can ask 
questions, share knowledge, make connections, and learn from industry experts and peers 
about a broad range of human capital management topics. You can access TheBridge.adp.com 
(United States) or TheBridge.adp.ca (Canada) to do the following and more: 

 Learn how other professionals are getting more from their ADP solutions with time-
saving resources and helpful features. 

 Join community spaces or topics of interest, including tax, payroll, HR and benefits, 
and time and labor management.  

 Connect with other payroll practitioners, HR professionals, featured industry 
representatives, and ADP subject matter experts. 

 Share your experiences.  

 Check the Frequently Asked Questions or ask the community.  

How to Access The Bridge Job Aid 

Instructions 
If you are logged on to ADP Workforce Now, at the top of any page, click  (The Bridge).  If 
you are not logged on, complete the following instructions. 

 

If You Are A Then 

U.S. practitioner 1. Access thebridge.adp.com. 

2. Log on using your ADP Workforce Now user name and password. 

3. Select Products > ADP Workforce Now. 

Canadian 
practitioner 

4. Access thebridge.adp.ca. 

5. Log on using your ADP Workforce Now user name and password.  

6. Select Groups > All Groups > Workforce Now Resource Centre. 

 
 

https://thebridge.adp.com/welcome
http://thebridge.adp.ca/
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How to Access Support Job Aid  
ADP provides various resources to help you perform your tasks after class.  

Instructions  
 

Step Action 

1 At the top of any page, click  (support). 

2 In the Search field, enter a topic and then click  (search). 

Result: The available online Help and training are displayed. 

3 Review the available resources. 

United States practitioners: 

If You Want To Then 

Read online Help Click the Documentation tab and select a topic. 

Access a learning byte In the Learning Resources section, click Just-in-
Time Learning. 

 

Canadian practitioners: 

If You Want To Then 

Read documentation Select Documentation and select a topic. 

View step-by-step instructions Select Knowledge and select a topic. 

View learning bytes Select Learning and select a topic. 
 

4 To close the Support page, click Back. 

 

Continuing Education Credits 
Continuing education credits are offered to ADP’s U.S.-based practitioners. 

ADP is an approved provider of recertification credit hours (RCHs) by the American Payroll 
Association (APA) and continuing professional education (CPE) credits by the National 
Association of State Boards of Accountancy (NASBA), and is an authorized provider by the 
International Association for Continuing Education and Training (IACET), 1760 Old Meadow 
Road, Suite 500, McLean, VA 22102. Most ADP courses are eligible for RCHs, CPE credits, 
and continuing education units (CEUs). 

RCHs, CPE credits, and CEUs provide recognition for updating or broadening professional 
competencies and may be used to maintain certifications such as the Certified Payroll 
Professional (CPP) and Certified Public Accountant (CPA). Professional organizations 
establish their own certification procedures, which are subject to change. 

Professional organizations often require documentation of class objectives, agenda, and 
duration, along with a certificate of completion. This information is provided at the end of your 
handout manual. At your request, your instructor will provide you with a certificate of 
completion at the end of this class. 
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Training Evaluation 
Please take a moment to complete the evaluation. 



 

ADP Course Description 
  

Introduction to Advanced Reporting for ADP Workforce Now (81160) 

Program Content 

Client only: This course prepares participants to use the features of ADP Workforce Now® Advanced 
Reporting. Topics include exploring reporting options, using sample reports, and creating advanced reports. 

Objectives 

Upon completing this course, participants will be prepared to do the following:  

 Use sample reports 

 Create advanced reports 

 Modify advanced reports 

Audience 

This course is intended for practitioners who need to set up more advanced custom reports in ADP 
Workforce Now.  

Prerequisites 

Before beginning this course, participants must complete the course, Creating Simple Reports in ADP 
Workforce Now.  

Advance Preparation 

None 

Participant Materials 

For virtual class, participants need to download or print the Introduction to Advanced Reporting for ADP 
Workforce Now handout manual before attending class.  

Method of Presentation 

Virtual class (VC), Group Internet Based 

Duration 

2 hours 

Continuing Education Credits 

This course may be eligible for the following recertification credit hours (RCHs) and continuing professional 
education (CPE) credits (U.S.-based practitioners only): 

RCH: 2.0 

CPE: 2.0 

 



Note: ADP is unable to grant formal RCH and CPE credits to a participant logged on to class through a 
mobile device.  

 

       

 
In accordance with the standards of the National Registry of CPE Sponsors, 
CPE credits have been granted on a 50-minute hour. 

ADP, LLC is registered with the National Association of State Boards of 
Accountancy (NASBA) as a sponsor of continuing professional education on 
the National Registry of CPE Sponsors. State boards of accountancy have final 
authority on the acceptance of individual courses for CPE credit. Complaints 
regarding registered sponsors may be submitted to the National Registry of 
CPE Sponsors through its website: www.nasbaregistry.org 

           

          

 
In accordance with the American Payroll Association (APA), recertification 
credit hours (RCHs) apply to Certified Payroll Professional (CPP) and 
Fundamental Payroll Certification (FPC) credentials. 

 

Recommended Field of Study (NASBA) 

Specialized Knowledge and Applications  

Privacy Policy 

View ADP's Privacy Policy. 

V01081881160WFN15  
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