
 

 
Time Reports  

The default reports for each category can be modified to fit company needs. You can add 
and remove columns, sort and filter criteria, and save report settings. 

Time Report Categories 

There are many categories of Time reports. Some of the more popular categories are 
described below. 

Access Time Reports 

Access Time Reports from the Team tab of the menu. You can also access Time Reports 
from the My Reports section of the My Info tab. 

1. Select Menu. 

2. Select Team. 

3. Select Time. 

4. Select Reports. 


