
 

Employee List 

Employee List is for narrowing down the employee list by choosing different filters  
From the Main Menu (Payroll > Reports > Employee List) 

  

Report Filters: 

Race: Choose their race or you can leave it open 

Status: Active, Deceased, Discharge, Lack of Work, Quit 

Section 3: You can click no or leave this unselected depending on if they are Section 3 
or not  

 Labor Class: Choose which labor class they are under or you can select all to see all 

 

  



  

Location Filters:  

City: Choose the City the employee lives in 

County: Choose the County the employee lives in 

State: Choose the State the employee lives in  

 

Report Type: This is where you can choose different types of employee reports (Note 
once you choose another report type click the refresh button) 

 

Employee list: Report for searching a small or wide range of employee’s showing all 
their information without looking up one employee at a time 
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Employee Pay Rate Comparison: Report to see the prior pay rate and current pay 
rate side by side 

 

Employee Rate List: Report to see the current pay rate and the date it was changed  

  

Employee Tenure: Report to see Employee begin date, termination type, employment 
end date, whether employee is temporary gone or permanently, and you can see 
comments 

  

Note: All reports can be customized the same way by taking columns away, adding 
columns, and changing the order or your columns    

Customizing your Columns: To take away a column just click on the column and drag 
it to the top of your screen, don’t worry it’s not gone forever. You can always go back 
and get it from your column chooser. To add a column right click next to the last 
columns name (the blank area) and click Column Chooser. This will bring up the list of 
all the columns you can choose from and if there happens not to be a column you are 
looking for you can always click Add column and make your own. If you want to change 
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the order of your columns just click on that column and drag it over to the spot you are 
wanting it at! 

 

javascript:BSSCPopup('../../110.png',800,500);

