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EASY CLOCKING CLOUD SAMPLE REPORTS 

Easily convert all reports to Excel or PDF formats. You can e-mail, 
print or view any of the reports. Print or email a report for a single 
employee or an entire department or organisation.  

Gain complete visibility with Easy Clocking reporting solutions which 
empower you with informed real time decision making capabilities so you 
can easily convert data into actionable, valuable information.  
 
Instant access for managers and executives to reporting, query and 
analysis tools enables your organisation to proactively manage business 
needs, instead of just reacting to them.  

Powerful Reporting and Analytics 

Email, print and view 
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Employee List: This report shows list of all users, active/inactive and terminated. You can filter the list of 
users by status. For example, if you would like to see your inactive employees versus your terminated 
employees. This report also includes the date of when the employee reached 60 days from hire & the date of 
when they reached 90 days from hire. (Refer to Figure 1 below.) 
 
User Information: Personal Information, if any has been entered in their profile. 
 
Employee Jobs Detailed: This report gives a detailed report as to what job codes each employee is assigned 
to. For every employee 
 
Inactive Employees: List of only inactive employees. (Refer to Figure 2) 
 
User Fingerprints: This report provides a count, per employee, of how many fingerprints they have in the 
software. (Refer to Figure 3) 
 
Birthdays: A report that provides the birth dates for each employee. 
 
Anniversaries: A report that provides hire date anniversaries. 

Easy Clocking Australia 

www.easyclocking.com.au         Telephone: 1300 693 610  

Copyright © 2019 Easy Clocking Australia. All rights reserved. 

Figure 1: Employee List 

Easy Clocking Cloud Sample Reports 
General Reports 
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Figure 3: User Fingerprints 

Easy Clocking Cloud Sample Reports 
General Reports 

Figure 2: Inactive Employee Report 



Detailed: This report is a copy of the actual employee time card. It includes individual time logs per day, along with daily 
and grand totals for the pay period. (Refer to Figure 1) 
 
Summary: This report lists all users and their total hours for the pay period, sorted by: Regular, Overtime, Double-time, 
Break totals, Absence totals, and grand totals. (Refer to Figure 2) 
 
Department Summary: This report is the same as our Summary report, sorted by department. You can click View without 
filtering a particular department, or filter out the department you would like to review. 
 
Location Summary: This report is the same as our Summary report, sorted by location. You can click View without filtering a 
particular location, or filter out the location you would like to review. 
 
User Location Summary: A summary of hours per user, sorted by their location. 
 
Position Summary: A summary of hours per Position. This report provides a count of employees within the position. 
 
Hours Only: The Hours only report excludes dollar amount data. 
 
Weekly: Regardless of the company pay period setting, this report will break the cycle down by week. 
 
Exceeding Hours Audit: This report will generate the hours worked over a custom, specified number of hours. 
  
Overtime Hours Approval: This report works in conjunction with a time clock setting to provide audit information on which 
manager approved an employee to work beyond their shift. To find out how to configure the setting and use the feature, 
please contact out main support line. 
 
Shift Detailed: This report is the same as our detailed report, broken down by Shift. 
 
Timelog Audit Trail: A report to track Manager and Administrative edits. 
 
Timelog Audit Trail Detailed: A more detailed version of the Audit Trail report. It provides the Project, Job and Reason for 
the edit (if any.) 
 
Earnings Summary: Provides an information of employee of total regular hours with total amount. 
 
Custom Report: A report that you can customize to only generate the columns and information that you want. You have 
one template, and can create as many different custom reports as you'd like. (Refer to Figure 3) 
 
TimeCard Status History: Provides information per employee on what the status of their time card approval is. There are 
three status': Pending Approval, Reviewed and Approved (Refer to Figure 4) 
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Easy Clocking Cloud Sample Reports 
Time Card Reports 
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Figure 1: Detailed Report 

Easy Clocking Cloud Sample Reports 
Time Card Reports 

Figure 2: Summary Report 
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Figure 3: Custom Report—A report that you can customize to only generate the columns and information that you want. 
You have one template and can create as many different custom reports as you'd like.  

Easy Clocking Cloud Sample Reports 
Time Card Reports 

Figure 4: Timecard Status History 
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Multiple pay rate settings per job—Easily assign pay rates to a user according to the job or 
project. 
 
 
Mobile Job Costing—Easily keep track of production cost and times from anywhere.  Our 
Mobile Job Costing App allows for use anywhere there is an internet connection. 
 
 
Invalid Job Notifications—Notify administrators when employees are not working on the 
correct tasks or at the correct location. 
 
 
Job Costing Reports—Create easy to read job costing reports which allow you to convert your 
information into actionable data. 
 
 
Export—Easily export collected data to most third party applications. 

Gaining insights into your production cost and time has never been easier. Easy Clocking’s job costing 
feature puts a great wealth of knowledge at your fingertips. With the ability to easily keep track of 
material, labour and overhead costs for specific job.  
Our job costing feature makes keeping track of project costs a breeze. 
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Easy Clocking Cloud Sample Reports 
Jobs Costing Overview 

Job tracking 

made simple 

Our job costing feature will give you the ability to manage your jobs and projects in an easy way, allowing you to identify 

labour costs attributed to projects or jobs by employee, department, and task-type  

Flexible pay rate settings per job 

 Easily assign pay rates to a user according to the job 

or project. 

 Assign pays rates by job, user or specific rate. 

 Dashboard displays key information about the users 

pay settings. 

 Easily edit or delete jobs directly from the dashboard. 



Enter time anytime & anywhere 

EasyClocking provides you with advanced methods to easily collect, 

track and manage employee time. 

 Restrict when & where employees can clock in or out from. 

 Employee can easily enter the job at the time clock when clocking 

in/out. 

 Employees can clock in or out on a time clock, by mobile or online. 

 Track and restrict where an employee can clock in by geo locations. 

Invalid job notifications 

Easily see exemptions on the time card dash board identifying invalid job by employees. 

Generate reports easily 

Create various types of job tracking reports that allow you to identify labour costs attributed to projects or 

jobs by employee, department, and task-type. Reports can be exported in PDF, excel, and CSV formats. 
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Easy Clocking Cloud Sample Reports 
Jobs Costing Overview 
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Easy Clocking Cloud Sample Reports 
Jobs Reports 

Figure 1: Detailed Report 

Time Card: This report generates a basic timecard, but for specific jobs that are assigned to employees. 
 
Detailed: The detailed job code report will display the employee list with hours worked for each employee in a 
specific job. This report will also group the employees and summarize all the hours worked for each job. (Refer to 
Figure 1 below.) 
 
Summary: The summary job code report will display the total amount of hours recorded for all jobs worked 
during the selected period. (Refer to Figure 2) 
 
Weekly: The weekly job code report will display the total amount of hours recorded for each job for each day of 
the week on the selected period. 
 
Daily Summary: This report generates a list jobs worked in a certain pay period, and the totals for those jobs.  
 
Job List: The Job List report is a report that will show high level information for your jobs. In this report you will 
find basic information like the job code, the job name, and the job rate. You are able to filter the job lists based on 
the projects that they are assigned to. (Refer to Figure 3) 
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Figure 2: Summary Report 

Easy Clocking Cloud Sample Reports 
Jobs Reports 

Figure 3: Job List Report 
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Setting up your employee schedules takes only a few minutes with our intuitive interface. Our guided 
step by step setup process will make it a breeze to keep your staff organised and informed. Gain the 
added bonus of importing employee lists already created via CSV formatting. 
 
 
Nothing to Install 
Easy Clocking’s software is web-based, meaning we’ve done all the back end labour so you don’t have 
to. No need to worry about lengthy installs, simply open your web browser and go straight to 
creating and assigning employee schedules. 
 
 
Avoid Scheduling Conflicts 
Make your schedule run smoother by viewing each employee’s availability and preferences, as you 
build the schedule for your workforce. Avoid the pitfalls of scheduling and easily modify your 
schedules to fit employee availability. 
 
 
See Who’s Working Now 
Easy Clocking’s Who’s in Dashboard allows for knowledge of your employee whereabouts all at a 
glance. The Dashboard provides for real time insights on employee schedules allowing you to filter by 
department, location, job or employee status. 

Easy Clocking provides for simple scheduling creation, manage your employee schedules all from one 
intuitive easy to use platform. Gain the added flexibility to assign daily, weekly or monthly schedules 
by person, job or department. Review and modify your employee schedules to your standards with 
customisable shift creation, shift differential rates and pay rate assignment. 
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Easy Clocking Cloud Sample Reports 
Scheduling Overview 

Schedule smarter & faster 

 View one or multiple employees 

 Easily see paid time off 

 Day, week or month view 

 Filter by department, location & 

jobs 

Schedule Wizard 

Its never been easier to setup schedules within the software with our 

interactive schedule assistant. This wizard style interface will lead you 

step by step to create the schedule rules in a prescribed order so you 

are never lost.  

 Create schedules for 1 or multiple employees 

 Create schedules by departments, location, and jobs 

 Multiple schedules per day 

 Create multiple day shifts up to 72 hours 

 Add company locations to individual shifts 

 Create daily, weekly or monthly recurring schedules 

 Ability to create schedules for 1 year 

 Flexibility to add pay rules to a shift 

 Add premium pay to shift 

 Easily edit one or multiple schedules at a time 
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Easy Clocking Cloud Sample Reports 
Schedule Reports 

Figure 1: Monthly Schedule Report 

Monthly Schedule: This report will display the schedule assigned for one single month at a time, and can be used 
for single or multiple user selection. It is useful when you wish to generate a report with schedules assigned to a 
group or department, as it will display all the users in a single page. (Refer to Figure 1 below.) 
 
Weekly Schedule: Generate a Weekly Schedule Report that will include the location, time and job that the 
Employee has been specified to work under. 
 
Period Schedule: This report will display the schedule assigned for the current period, and can be used for single 
or multiple selection. It is useful when you wish to generate a report with schedules assigned to a group or 
department, as it will display all the users in a single page. (Refer to Figure 2) 
 
User Schedule: This report will display the schedule for an employee at a time. 
 
Actual vs Schedule Summary: This report will display the actual hours worked VS the employee's scheduled hours 
assigned. This report is only relevant if you use scheduling. (Refer to Figure 3 below.) 
 
Actual vs Schedule Detailed: This report will display the actual hours worked VS the employee's scheduled hours 
assigned on a day by day basis. This report is only relevant if you use scheduling. 
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Figure 2: Period Schedule Report 

Easy Clocking Cloud Sample Reports 
Schedule Reports 

Figure 3: Actual vs Scheduled Summary Report 
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Easy Clocking Cloud Sample Reports 
Miscellaneous Reports 

Figure 1: Missing Punch Report 

Absent: The Absent report will give you detailed information on the days specific employees have been absent. This 
report will only work if you have scheduling enabled, and have applied shifts to the proper days. 
 
Late Arrival & Early Departure: This report will give you detailed information on the days specific employees have 
been started late or finish early. This report will only work if you have scheduling enabled, and have applied shifts to the 
proper days. 
 
Absent without schedule: This report will generate absences when an employee does not clock in or out for the day. It 
does not require schedules to determine if the employee was absent. 
 
Missing Punch: Generates users that have a missing punch, or more than one missing punch, in the pay period. (Refer 
to Figure 1 below.) 
 
Breaks Taken: A report of employees that have taken the break. 
 
Non-Breaks Taken: A report of employees that have not taken their break. 
 
Breaks Taken Detailed: A detailed report of employees that have taken the break. 
 
No Lunch Taken: A list of employees who have not taken their lunch. (Refer to Figure 2) 
 
Manual Punches: Punches that have been added to the pay period by Administrators and/or Managers.  
(Refer to Figure 3) 
 
Daily Attendance: This report will generate the attendance status of all employees on a daily basis. If  Present the 
system will generate the first punch of the day in the report. If Absent due to a lack of time, the system will show the 
user as absent. If there is Paid Time Off that is being taken, the system will display the type of leave on that day. 
 
Geo Punches: A report generating the time logs and addresses of each entry per user. (Refer to Figure 4) 
Out of Shift: This report will give you detailed information if employee worked extra for any particular day.  
(Refer to Figure 5) 
 
Out of Shift Summary: This report will give you summary of extra work throughout the selected period. 
Questionnaire: This report will generate each question, along with all of the users that answered it and their answers. 
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Easy Clocking Cloud Sample Reports 
Miscellaneous Reports 

Figure 2: No Lunch Taken Report 

Figure 3: Manual Punches Report 
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Easy Clocking Cloud Sample Reports 
Miscellaneous Reports 

Figure 4: Geo Punches Report 

Figure 5: Out of Shift Report 
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Easy Clocking Cloud Sample Reports 
Paid Time Off Reports 

Figure 1: Paid Time Off—Used Report 

Paid Time Off – Used: The Paid Time Off – Used report is used when you need to determine the amount of PTO hours 
that have been used by an employee during a certain pay period. This report will break the hours according to the 
absence type (Holiday, Sick, etc.) any absences types that are customized will be reflected under the other column in the 
report. (Refer to Figure 1 below.) 
 
Paid Time Off – Available: The Paid Time Off – Available report is used when you need to determine the amount of PTO 
hours that an employee has available according to the bank of hours that they have accrued. This report will break the 
hours according to the absence type (Holiday, Sick, etc.) any absences types that are customized will be reflected under 
the other column in the report. (Refer to Figure 2) 
 
Absence Type: This report is a summarized report that will generate both the used PTO hours and available PTO per 
employee for a certain pay period. On this report, it will generate a list of all of your Absence Types that you have 
enabled for your employees.  
 
Absence Type Detailed: The Absence Type – Detailed report will generate information per employee of the each of the 
absences that have been used by that employee within a certain pay period. (Refer to Figure 3) 
 
Absence Request History: This report is used to determine the PTO requests that have been approved by an 
Administrator. This report will only be relevant is the absence was created through the Absence Request approval 
process. 
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Easy Clocking Cloud Sample Reports 
Paid Time Off Reports 

Figure 2: Paid Time Off—Available  Report 

Figure 3: Absence Type Detailed Report 
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Easy Clocking Cloud Sample Reports 
Time Clocks Reports 

Figure 1: Time Clock Admin Level Report 

Time Clock Admin Level: A report that tells you the role of each user on the time clock, whether the user is an 
Employee, Manager or Administrator. (Refer to Figure 1 below.) 
 
Clocking Permissions: This report will tell you the devices that an employee has been assigned to.  
(Refer to Figure 2 below.) 

Figure 2: Clocking Permissions Report 


