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Introduction 

Report Purpose 
The Employee Wage Report (PR270) can be run to print a report of Employee Wage 
Information in summary format.   

Report Criteria 
This report displays wage information for the Employee.  Depending on how the report 
parameters are defined, different levels of information will be displayed.   

• The report can be defined to only include Employee Wage Information; further 
specification can be included to show a specific Process Level, Department, Employee 
Range and/or Date Range. 

• The report can be defined to include only specific Pay Classes, or Pay Summary 
Groups. 

• The report can be defined to include only total information for the Process 
Level/Department. 

Report Content 
The report results display the following information if Employee totals are selected:  EIN, 
Name, Pay Summary Group, Hours, and the Amount. 
 
The report results display the following information if the totals only selection is made: Pay 
Summary Group, Hours and the Amount for the Company/Process Level/Department. 

HRIS Users 
The report is available to the job role of Agency HR Initiator, Agency HR Approver, Agency 
Payroll Approver, Budget Analyst Professional, GAO Central Payroll Admin, and the ADOA 
Central HR Admin. 
 



Employee Wage Report (PR270) Parameters 
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HRIS 
Field 

R
 /  
O 

 
 
Step/Action 

 
 
Expected Results 

 
Notes/ 

Additional Information 
1 White Search Box R Type PR270 in the White Search 

Box.  Press Enter on the keyboard 
The Employee Wage Report 
(PR270) will open. 

 

2 Job Name Field R Enter name of the job   Maximum 10 characters – NO SPACES  
• Valid Job Name:          PR270PI100 
• Invalid Job Name:        PR270 PI100 

3 Job Description 
Field 

O Enter description of the job  Maximum 30 characters 
Ex. PR270 FOR PI100 

4 Company Field R Type ‘1’ in Company field.   System will access information for 
Company 1. 

All forms/actions must contain a 1 in the 
Company Field. 

5 Process Level 
Field 

O If applicable, type or select from 
the drop down menu the specific 
Process Level to include in the 
report. 
 
If no Process Level is desired, skip 
this step. 

 If no Process Level is entered, the user will see 
all Process Level he/she has access to view. 

6 Department Field O If applicable, type or select from 
the drop down menu the specific 
Department to include in the report. 
 
If no Department is desired, skip 
this step. 

 If no Department is entered, the user will see all 
Departments he/she has access to view. 

7 Employee Field – 
Box 1 – Box 2 

O Box 1 – Type or select from the 
drop down menu the beginning EIN 
to include in the report. 
 
Box 2 – Type or select from the 
drop down menu the ending EIN to 
include in the report.   
 
If no Employee Range is desired, 
skip this step. 

 If including only 1 Employee, type that 
Employee’s EIN number in the beginning and 
ending field. 
 
If no Employee EINs are entered, the user will 
see all Employees’ he/she has access to view. 

8 Date Field –  
Box 1- Box 2 

O If applicable, type in the beginning 
and ending Date Range to include 
in the report. 
 
If no Date Range is desired, skip 
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HRIS 
Field 

R
 /  
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Step/Action 

 
 
Expected Results 

 
Notes/ 

Additional Information 
this step. 

9 Pay Classes 
Fields 

O If applicable, type or select from 
the drop down menu up to 6 
specific Pay Classes to include in 
the report. 
 
If no specific Pay Classes are 
desired, skip this step. 

  

10 Pay Summary 
Groups Fields 

O If applicable, type or select from 
the drop down menu up to 6 
specific Pay Summary Groups to 
include in the report. 

 
If no specific Pay Summary Groups 
are desired, skip this step. 

  

11 Report Sequence 
Field 

R Type or select from the drop down 
menu the sequence that should be 
used to sort the Employees. 

 Valid Values include: 
• ‘1’ – Process 

Level/Department/Employee 
• ‘2’ – Employee 

12 Report Options 
Field 

R Type or select from the drop down 
menu the type of totals to include 
in the report. 

 Valid Values include: 
• ‘N’ – Employee Totals 
• ‘Y’ – Totals Only (will not contain 

Employee totals). 
13 Employee 

Sequence  
O For reports that will include multiple 

Employees, type or select from the 
drop down menu the sequence that 
should be used to sort the 
Employees. 

 Valid values include: 
• ‘A’ – Alpha 
• ‘N’ – Numeric 

14 Add button R Click Add to save your report See ‘Job Added’ in the lower left 
corner. 

To see results you must submit the report to 
HRIS to process. 

 
After you have submitted your report to HRIS to process, you can view your results by accessing the Print Manager under Jobs 
and Reports Bookmark. 
 
For additional instructions on how to submit and view reports, see the General Training for On Demand Reports. 
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Results of the Employee Wage Report with Employee Totals 

 

Results of the Employee Wage Report with Totals Only 

 
 
 
 


