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Quick Reference 

This table lists the 12 most frequently used reports. For the complete list of every report, see the 

Appendix A: Report Catalog. 

Module Report What It Tells You 

Schedule 

Reports 

Activity Detail by Activity 

(CSV Optimized) 

Detailed breakdown of activities on the 

schedule, with a total for the time period you 

select. 

Schedule 

Reports  

Activity Detail by Employee Detailed list of assignments or activities for 

each employee.  

Schedule 

Reports  

Activity HM (Hours Modifier) 

Detail by Employee 

Detailed breakdown of activities that have an 

Hours Modifier (HM) attached, worked by 

employees on the schedule. 

Schedule 

Reports  

Activity Summary by 

Employee 

Gives a summary of activities on the schedule, 

with a total for the time period you select. 

Schedule 

Reports 

Hours Detail by Employee 

(CSV Optimized) 

Scheduled hours by employee, broken into 

Regular, Overtime, Comp Time, Holiday, and 

Other (Leave) hours. 

Schedule 

Reports 

Hours Summary by Employee A high-level summary of hours worked by an 

employee: total Scheduled, Actual, Leave, 

Unpaid, Standby, Regular, Extra, Premium, and 

Banked. 

Schedule 

Reports 

Leave Hours Detail by 

Employee 

A list of leave taken by an employee: Date, 

Time, Leave Type, and the type of leave hours 

(for example, Unpaid). 
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Schedule 

Reports 

Leave Hours Summary by 

Employee  

A summary of leave and leave hours an 

employee took over a date range, sorted by 

Employee, with totals. 

Schedule 

Reports 

Time Bank Detail by 

Employee 

A detailed, entry-level list of each employee's 

time bank activity — type, debits, credits, 

resets, and running balances — sorted by 

Employee. 

 

Schedule 

Reports 

Time Bank Summary by 

Employee 

A detailed list of time bank type, debits, 

credits (accruals), and total balances, sorted 

by Employee. 

Schedule 

Reports 

 

Timesheet by Employee 

A detailed breakdown of all hours an 

employee worked for a pay period, the status 

(submitted, approved, or rejected), and any 

notes. 

Employee 

Reports 

Employee List A list of employees, employment dates, and 

other basic information, all pulled from the 

employee's profile. 
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Introduction 

This guide explains the reports built into InTime: what each one shows, how to run it, how to read its 

output. 

Who this Reports Guide is For 

This reference guide is written for schedulers, supervisors, payroll and billing staff, as well as InTime 

Administrators who have access to and use these reports for their day-to-day operations. Access to 

report is based on the capabilities of your user role. 

This document assumes basic familiarity with InTime and does not cover system setup or 

configuration. 

How This Reports Guide is Organized 

This guide is organized by report category. The categories are structured to match the report 

organization within the InTime system. There are twelve (12) reporting categories. Each category has 

a set of reports that are listed alphabetically both in the system and in this guide. Depending upon 

your agency’s subscription, there may be categories that are not available for your use.  

There is a quick reference section before this Introduction that lists the twelve (12) most used 

reports, a short description of each, and the export options. 

This introductory section explains how to view, export, and define the parameters for the reports. 

The remaining sections each provide a detailed description of the reports, how they are used, and 

their export options. The main reporting categories covered are: 

• Schedule Reports 

• Employee Reports 

• Attendance Reports 

• Payroll Reports (Additional Module) 

• Billing Reports (Additional Module) 

• Notification Reports 

• Assets Reports (Additional Module) 

• Training Reports (Additional Module) 

• System Reports 

• Daily Roster Reports 

• Wellness Reports (Additional Module) 

• Export Reports 
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NOTE:  Not all reporting categories are available to all agencies. The reports available to your agency 

will depend on which InTime modules your agency has licensed.  

 

About InTime Built-In Reports 

InTime includes many built-in reports, and you can set date ranges, filters, units for each one to fit 

your needs. Reports open as a PDF by default. Some  reports can be downloaded as: comma-

separated value (CSV), Excel Spreadsheet (single-sheet XLSX), Excel Workbook (multi-sheet XLSX), 

rich text format (RTF), hypertext markup language (HTML), open document text (ODT), Word 

document (DOCX), or extensible markup language (XML). Reports saved in these additional formats 

serve a wide variety of functions and data transfer capabilities. It is important to check/test that the 

data export format meets you agency’s data transfer needs.  

Accessing InTime Reports 

InTime reports can be run from two places: the Desktop application and InTime Web. Desktop gives 

full access to all reports, across all licensed reporting categories. InTime Web is the employee-facing 

portal, offering a smaller set of reports scoped entirely to the person logged in. 

Accessing Desktop Reports 

The Desktop application gives full access to all reports, across all reporting categories, for any 

employee, unit, or location you're authorized to see. This is where schedulers, supervisors, payroll 

and billing staff, and administrators will do most of their reporting. 

NOTE: The instruction set below describes all available configurations for all reports. NOT ALL 

REPORTS WILL REQUIRE ALL CONFIGURATION STEPS LISTED HERE. 

To Access InTime Reports: 

1. Open the Desktop Application and click the Reports Icon from the Navigation bar along 

the top of the screen. The Reports window will display. 
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2. Select the Reports Category from the tabs along the top of the window. The reports in that 

category will display in the Reports List pane along the right.  Some categories may not be 

visible to you, based on your agency’s subscription.   

3. Click on the report you want to view. 

4. From the Branch dropdown list, confirm that you are in the correct Branch.  

5. Set the Date Range for the report in the Start Date and End Date fields. 

6. If available, you may select a predefined filter from the Filter dropdown list (For example, a 

supervisor may want to use a filter that show only his/her direct reports.). 

7. If you would like to run the report for a specific Unit, select the Unit from the Unit dropdown 

list. 

8. If your agency uses multiple branches and you want to include sub branches to a parent 

branch, click the Include Sub-branches checkbox. 

9. If you would like to select a set of employees ad hoc, uncheck the Select All checkbox, then: 

a. Click on the employee(s) you want to select 

b. Click on the “>>” to move them to the Selected list 
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10. Click View. The report will be generated and added to the list of reports in the table at the 

bottom of the window. 

11. Once the report is generated in the list, click on the report to view the PDF. 

Exporting InTime Reports 

Every report exports to PDF by default. Reports can also be exported in other formats:  

• comma-separated values (CSV)  

• Excel Spreadsheet (single-sheet XLSX) 

• Excel Workbook (multi-sheet XLSX) 

• rich text format (RTF)  

• hypertext markup language (HTML)  

• open document text (ODT)  

• Word document (DOCX) 

• extensible markup language (XML) 

IMPORTANT NOTE: The  RTF, HTML, ODT, HTML, and XML formats are used by web services, 

imports or integrated systems. These formats are considered OUT OF SCOPE for this guide. If your 

organization has a need for any of the OUT OF SCOPE report formats, let your Implementation 

Specialist or Project Manager know as soon as possible.   

This guide discusses the human readable export options: PDF, CSV, XLSX, DOCX. Some CSV/XLSX 

reports have been optimized so that the formatting is more useful. This optimization has been noted 

in the report title. 

 

To Export a Report: 

1. From the Navigation bar, click the Reports Icon . The Reports window will display. 

2. Select the report you want to export and set the parameters. 

3. Click Save As. The Save window will display. 
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4. Select the download format from the Files of Type: dropdown list. 

5. Click Save, and a dialog box indicating that the File Successfully saved will display and will 

include the pathway to where the report is saved. For example, 

C:\\Users\UserName\OneDrive – InTime Solutions\Documents\ReportName. 

NOTE: Print reports using the native application’s print function. For example, use Excel’s File->Print 

function. 
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Accessing Employee Portal Reports 

InTime Web is the employee-facing portal. It offers a smaller set of reports, scoped entirely to the 

person logged in — employees can run these reports against their own data only, not against a 

coworker's or the agency’s. Reports are organized under the Reports menu into six categories: 

Schedule, Leave, Training, Asset, Attendance, and Wellness. 

To View and Access Employee Web Portal Reports: 

1. Login to you InTime Web Portal  and click Reports on the web portal navigation bar. The 

Reports window will display. 

 

2. Click on a report to select. The Date Select dialog box will display. 

 

3. Select the date range you want the report to cover from the Start Date and End Date 

selection fields. 

4. Click View. The report will download to your Downloads folder. 
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5. Navigate to your downloads folder and double-click on the file to open it. The report will 

display as a PDF. Use your  print and download functions to save or print the report. 

 

 



 
 
InTime Reporting 

 

 
© 2021 InTime Solutions Inc.  8 

Schedule Reports  

Schedule reports in InTime are a set of reports that provide detailed and summary information about 

work schedules, activities, and hours worked. Schedule reports are used to analyze scheduling data, 

track employee assignments, monitor overtime, and support operational planning and audits. 

Activity Detail by Activity (CSV Optimized) 

The Activity Detail by Activity report gives a detailed, entry-level breakdown of activities worked, 

sorted by Activity, with a total for the period you select. It shows each individual work entry, so you 

can see exactly who worked on what, when, and for how long – useful for auditing, tracking resource 

allocation, and understanding  how time is distributed across activities. 

This is a Resolved Hours report: it accounts for all hours on the schedule – worked, leave, assignment, 

overlap, and so on – and adjusts as needed so the hours shown match what an employee actually 

worked or actually took as leave. 
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    On the Beat - When a specific activity needs to be accounted for — a detective call-out, a 

SWAT deployment, or hours tied to a grant — Activity Detail by Activity pulls every entry for just that 

activity type and totals it up. It's an easy way to answer "how many hours did this cost us?" for budget 

reviews or grant reporting, without wading through the full schedule. 

 

Activity Detail by Employee (CSV Optimized) 

The Activity Detail by Employee report gives a detailed, entry-level breakdown of activities worked, 

sorted by Employee, with a total for the period you select. It shows each individual work entry, so 

you can see exactly what activities an employee performed, when, and for how long – useful for 
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auditing employee work, tracking participation in specific activities, and keeping accurate records 

for scheduling, payroll, and compliance. 

This is a Resolved Hours report: it accounts for all hours – worked, leave, assignment overlap, and so 

on – and adjusts as needed so the hours shown match what an employee actually worked or actually 

took as leave. 

 

 

    On the Beat – A supervisor scanning an employee's schedule notices a pattern — sick time 

clustered around the same point in the pay period, month after month. Running Activity Detail by 

Employee turns that hunch into documentation: a clear, dated record of the pattern that can support 

a conversation with the employee, rather than just a gut feeling. 
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Activity HM (Hours Modifier) Detail by Employee  

The Activity HM Detail by Employee report gives a detailed, entry-level breakdown of activities that 

have an Hours Modifier attached (such as overtime or special event pay), sorted by Employee, with 

totals for each activity and for the period you select. It shows which employees worked shifts under 

a modifier and the details of those shifts – useful for tracking and auditing hours worked under 

specific conditions, ensuring accurate payroll processing for modified hours, and reviewing 

compliance with overtime or special pay rules. 

This is a Resolved Hours reports: it accounts for all hours – worked, leave, assignment overlap, and so 

on – and adjusts as needed so the hours shown match what an employee actually worked or actually 

took as leave. 
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Activity HM Details by Hours Modifier 

The Activity HM Detail by Hours Modifier report gives a detailed, entry-level breakdown of activities 

that have an Hours Modifier attached, sorted by Hours Modifier with totals for each modifier and for 

the period you select. It shows every activity where a specific modifier – such as overtime, special 

event, or other premium pay – was applied, making it easy to track and audit modified hours across 

the organization. It’s useful for reviewing payroll accuracy, ensuring compliance with pay rules, and 

analyzing how different hours modifiers are being used and determining the number of hours being 

spent on a specific hours modifier (overtime categories, for example). 



 
 
InTime Reporting 

 

 
© 2021 InTime Solutions Inc.  13 

This is a Resolved Hours report: it accounts for all hours – worked, leave, assignment overlap, and so 

on – and adjusts as needed so the hours shown match what an employee actually worked or actually 

took as leave. 

 

    On the Beat – When overtime spending draws scrutiny from a chief or city council, Activity HM 

Detail by Hours Modifier makes the case. Breaking overtime into hours modifiers — backfill for a 

vacant position versus contractually mandated categories like sick, vacation, injury, or court — turns a 

raw overtime total into a clear justification for staffing decisions, such as showing that a single 

unfilled position is driving thousands of overtime hours a year. 
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Activity HM Summary by Employee  

The Activity HM Summary by Employee report gives a summarized view of activities that have an 

Hours Modifier attached, sorted by Employee, with a total for each modifier and the total hours for 

the period you select. It shows each employee's total hours worked under each Hours Modifier type 

— such as overtime, special event, or other premium pay — for a quick overview of modified hours by 

employee. It's useful for payroll review, compliance checks, and understanding how modified hours 

are distributed among employees. 
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Activity HM Summary by Hours Modifier  

The Activity HM Summary by Hours Modifier report gives a summarized view of activities that have 

an Hours Modifier attached, sorted by Hours Modifier, with a total for each modifier and the total 

hours for the period you select. It shows the total hours worked under each Hours Modifier type 

across all employees — such as overtime, special event, or other premium pay — for an organization-

wide view of modifier usage. It's useful for analyzing organization-wide use of hours modifiers, 

supporting payroll processing, and ensuring compliance with pay rules. 

This is a Resolved Hours report: it accounts for all hours — worked, leave, assignment overlap, and so 

on — and adjusts as needed so the hours shown match what an employee actually worked or actually 

took as leave. 
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Activity Request by Activity  

The Activity Request by Activity report lists activity requests, sorted by Activity, with a total for the 

period you select. It includes each request's employee note and any note to the employee, along 

with approval status, so you can review requests for extra-duty or unscheduled work — such as 

overtime or special assignments — by activity type. It's useful for monitoring trends, ensuring proper 

approval and documentation, and supporting payroll or compliance processes tied to activity 

requests. 

 

 

Activity Request by Employee 

The Activity Request by Employee report lists activity requests submitted by employees, sorted by 

Employee, with a total for the period you select. It shows each request's status along with details 

such as Activity Type, Location, Date, and Agent, approval status, as well as employee notes and 

notes to the employee. It's useful for tracking and reviewing employee-submitted requests, and for 

monitoring status and details for scheduling, payroll, or administrative review. 
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Activity Request by Hours Modifier  

The Activity Request by Hours Modifier report shows a list of all employees who have worked a shift 

that contained an hours modifier. For example, it can display an officer who worked a shift with a 

special event overtime hours modifier. This report is used to help track overtime, special pay rates, 

or other pay differentials applied to shifts. 
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Activity Summary by Activity  

The Activity Summary by Activity report gives a summarized list of activities worked, grouped and 

sorted by Activity, with the total hours worked for each activity rather than a listing of every 

individual assignment or employee. It's useful for quickly seeing how much time has been spent on 

each type of activity across your organization — supporting resource allocation, budgeting, and 

identifying trends in activity types. 
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Activity Summary by Employee 

The Activity Summary by Employee report gives a summarized list of activities worked, grouped and 

sorted by Employee, showing the total hours and assignments each employee worked within the 

date range you select. It's useful for quickly seeing how much time each employee has spent on each 

type of activity across your organization — supporting resource allocation, identifying trends in 

activity assignments, and supporting audits or operational reviews. 

1. Activity Summary by Employee Example – NEEDS REPLACEMENT 
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Assignment Detail by Location 

The Assignment Detail by Location report gives a detailed list of assignments and their details, 

sorted by Location. It shows which assignments have been filled at each location, helping you track 

staffing coverage and confirm that all locations are properly staffed for specific dates or shifts. 

 

 

 

 



 
 
InTime Reporting 

 

 
© 2021 InTime Solutions Inc.  21 

Assignment Summary by Employee 

The Assignment Summary by Employee report provides a summary of assignments for each 

employee, including the total number of assignments. This report is used to quickly review and 

compare individual employee workloads, helping you identify assignment scheduling patterns, 

balance assignments, and ensure fair distribution of work.  

 

 

 

https://app.customgpt.ai/preview/78056602?shareable_slug=27115790bcdc0498e33528cf55383f88
https://app.customgpt.ai/preview/78056602?shareable_slug=27115790bcdc0498e33528cf55383f88
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Assignment Summary by Location (CSV optimized) 

A summary of assignments, sorted by Location. This report shows the locations where employees 

worked over a date range you set. If an employee worked in multiple locations during that range, it 

shows the first and last day for each — it does not break down each date in between; use the 

Assignment Detail report for that level of detail. 

When you sort by Location, assignments list alphabetically, regardless of the order on your location 

list. Use this to check who worked at a specific location over a set period. You can also sort by 

Employee, Last Day, or First Day of the assignment. Customer data does not show in this report. 

The CSV view is easy to work with and can be re-sorted for your report or project. 
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InTime Reporting 

 

 
© 2021 InTime Solutions Inc.  24 

Court Request by Employee (Additional Module) 

The Court Request by Employee report lists court requests and their status, sorted by Employee, 

with details such as Activity Type, Location, Date, and Agent. It gives detailed court assignment 

information from the Court Module (Requests), including whether each request was approved, 

rejected, trailed, or cancelled. You can refine it using filters such as unit, status, and tracking 

category, and it shows any tags programmed in the Court Module. 

NOTE: The Court Request by Employee report will not capture any court overtime submitted by the 

officer using an activity request with an hours modifier. It only captures Court Requests from the 

Court Module. 

It's used to track and review all court-related requests submitted by employees, making it easier to 

monitor status and details for scheduling, payroll, or administrative review. 
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Employee Last Date Scheduled (CSV optimized) 

The Employee Last Date Scheduled report shows the last date each employee is scheduled to work. 

It's used to quickly identify when employees have their final scheduled assignment — especially 

helpful when managing departures, retirements, or terminations, so any future assignments or leave 

beyond an employee's last working day can be reviewed and cleared as needed.   

Note: If an employee’s employment is expired, any future assignments will automatically be 

cancelled in the work schedule.   

You can sort by unit. The list itself sorts alphabetically rather than by date, but the CSV view is easy 

to re-sort. 
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Employee Schedule by Week 

The Employee Schedule by Week report shows one employee's schedule, one week at a time — with 

a separate box for each location if they worked multiple locations on the same date. It's useful for 

reviewing weekly staffing, confirming adequate coverage, and spotting scheduling gaps or conflicts 

for individual employees. 

Print this report for employees without InTime access: it breaks the schedule into one-week blocks 

with a page break for each, making it easy to hand out as a physical schedule. It's also useful for 

correctional facilities that schedule facility staff but don't want them to see correctional staff 

schedules. 
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Employee Utilization (CSV optimized) 

This report finds employees available to work who have fewer scheduled hours than a maximum you 

set for the date range. It lists those employees and their total scheduled hours for that range. It will 

also list the total number of scheduled hours, the number of actual regular hours worked, and the 

difference for any employees who were scheduled during the time period selected.  If you're not 

using Find List Organizers, this is a quick way to see who's available under the hours threshold you 

set. You can also print it as a roster for an acting supervisor who doesn't have InTime access for a 

period — contact numbers entered in the employee profile show up here for quick reference. 

The report sorts by scheduled hours first; use the CSV view if you need a different sort order. 
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Find Usage by Location 

The Find Usage by Location report lists assignments filled using a Find List Organizer, sorted by 

Location. It shows detailed information on how Find Lists were used to assign or decline staff for 

assignments at each location — useful for agencies using post-based scheduling who need to see 

which staff were filled or declined for an assignment, and for tracking the effectiveness and 

frequency of Find List usage across locations.  If programed in the system ,it will also show reasons 

why a posting was declined.   
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Find Usage Calculator Detail by Employee 

The Find Usage Calculator Detail by Employee report shows detailed Find List usage information for 

each employee. It includes a Starting Balance (based on the report's start date), Debit, Credit, and 

Balance columns, and records of Fill, Declined, and Set actions with the user, date, and time for each. 

It's used to review and audit how Find List usage calculators affect each employee's eligibility and 

ranking for assignments — providing transparency and accountability in overtime and assignment 

distribution.  

Note: this report will only provide information for usage calculators where “Use Current” is selected 

when calculating the recurrence pattern.   
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Find Usage Declines by Reason  

The Find Usage Declines by Reason report gives a detailed list of employees who were declined 

assignments through a Find List Organizer, grouped and sorted by decline reason. It's used to analyze 

why assignments are decline — helping you see the range of reasons staff give for turning one down, 

spot common patterns, and address potential scheduling or policy issues. It's also useful when a 

supervisor needs to quickly pick someone else for an assignment. 
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Find Usage Details by Employee  

The Find Usage Detail by Employee report gives a detailed list of assignments filled through a Find 

List Organizer, sorted by Employee. It can also be sorted by filters, units, or specific Find List 

Organizers. It's used to track which employees have been assigned shifts through the Find List 

process — helping you monitor assignment distribution and ensure fairness or compliance with 

scheduling policies. 
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Hours Alert by Employee 

The Hours Alerts by Employee report lists alerts related to assignments worked, sorted by 

Employee. It's used to monitor and review scheduling alerts — such as overtime, fatigue, or other 

threshold breaches — associated with each employee's assignments. This helps schedulers quickly 

identify employees who may be exceeding work limits or triggering alerts, supporting compliance 

and employee wellness. 
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Hours Detail by Activity (CSV Optimized) 

The Hours Detail by Activity report gives a detailed breakdown of hours worked, grouped by 

Activity, summarizing all hours by type for each activity. It can be filtered using your demand filters. 

It's used to review and analyze how much time employees have spent on specific activities — useful 

for tracking resource allocation, project time, or specific activity-based costing (For example, grants) 

within your organization. 
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Hours Detail by Employee (CSV Optimized) 

Scheduled hours by employee, broken into Regular, Overtime, Comp Time, Holiday, and Other 

(Leave) hours. This is a key report for tracking overtime by employee, giving a detailed view of how 

each employee's time is allocated across hour types — useful for monitoring individual work patterns, 

ensuring compliance with labor agreements, and supporting payroll and scheduling accuracy. 

Like a timecard, this report breaks down an employee's activities, leave, and hours modifiers for the 

date range you select. If you select multiple employees, grand totals appear at the bottom of the 

report. 

Use it to compare hours across a unit or squad: it shows each employee's details, then an overall 

summary for the unit. When you select multiple employees, the bottom of the report also lists how 

many had overtime in the date range.   

Note: Although information in this report may duplicate what is in an employee’s timecard, keep in 

mind the data may be different as the timecard is a snapshot of time when submitted and the 

schedule may have been modified after submittal.  This report will reflect what is in the schedule at 

the time of creation.   

For best results, keep Leave and Hours Modifier codes to a short, three-character form so they're 

easy to tell apart. 
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Hours Detail by Location (CSV Optimized) 

The Hours Detail by Location report shows scheduled hours by location, with subtotals by 

employee. Hours are separated into categories such as Regular, Overtime, Comp Time, Holiday, and 

Other (Leave). It's useful for identifying overtime and other hour types by location, helping you 

analyze staffing levels, manage costs, and ensure proper coverage at each site. 
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Hours Detail Employee by Location 

The Hours Detail Employee by Location report combines the Hours Detail by Employee and Hours 

Detail by Location reports. It gives a detailed breakdown of scheduled hours for each employee, 

organized by location, separated into categories such as Regular, Overtime, Comp Time, Holiday, 

and Other (Leave). It's used to analyze both employee-specific and location-specific scheduling data 

— making it easier to identify overtime, manage staffing, and ensure compliance with scheduling 

policies across different locations. 
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Hours Summary by Employee 

The Hours Summary by Employee report provides a summary of scheduled hours for each 

employee, broken down into categories such as Regular, Overtime, Comp Time, Holiday, and Other 

(Leave) hours. This report is used to quickly review and analyze total hours worked by each 

employee over a selected period, making it easier to monitor overtime, manage staffing levels, and 

ensure compliance with scheduling and payroll policies. 
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Leave Hours Detail by Employee 

The Leave Hours Detail by Employee report lists leave taken by an employee: Date, Time, Leave 

Type, and the type of leave hours (including  Unpaid), sorted by Employee, with totals for each leave 

type at the bottom. It's used to see which employees are (or will be) on leave at a given time, track 

leave usage, ensure compliance with leave policies, and support accurate payroll processing. 
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Leave Hours Detail by Leave 

The Leave Hours Detail by Leave report lists leave taken by employees: Date, Time, Leave Type, and 

the type of leave hours (for example, Unpaid), sorted by Leave Type, with total leave hours for the 

date range you select. It's used to review leave usage across the agency by leave category, monitor 

trends, manage staffing, and ensure compliance with leave policies. 
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Leave Hours Summary by Employee  

The Leave Hours Summary by Employee report gives a summary of leave hours taken by each 

employee, categorized by leave type, with totals. It doesn't include detailed hours or dates — see the 

Leave Hours Detail by Employee report for that. It's used to get a quick, overall snapshot of leave 

usage for an employee or group of employees, monitor leave balances and patterns, and ensure 

compliance with leave policies. 

 

Leave Hours Summary by Leave 

The Leave Hours Summary by Leave report gives a summarized total of leave hours taken across the 

agency over a date range, sorted by Leave Type. It doesn't include detailed hours or dates — see the 

Leave Hours Detail by Leave report for that. It's used to analyze leave usage agency-wide by leave 

category, monitor trends, manage staffing, and ensure compliance with leave policies. 
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Leave Request by Rejection Reason 

The Leave Request by Rejection Reason report lists rejected leave requests, sorted by rejection 

reason. It's used to see all rejected leave requests grouped by why they were denied — helping you 

spot patterns in leave denials and support decisions around staffing policies or leave approval 

processes. 

 

 

    On the Beat – Running Leave Request by Rejection Reason across a department can surface 

patterns that a paper-based process would keep hidden — for example, a cluster of denials 

concentrated under one supervisor, or falling disproportionately on the same handful of employees. 

It's a way to catch potential bias in how leave requests are being handled before it becomes a bigger 

problem. 
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Leave Request Detail by Employee 

The Leave Request Detail by Employee report lists leave requests and their details, including 

pending status, sorted by Employee. It doesn't include leave hours — see the Leave Hours reports for 

that. It's used to review all leave requests submitted by each employee, track leave request history, 

monitor approval patterns, and support compliance with leave policies. 
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Leave Request Detail by Leave 

The Leave Request Detail by Leave report lists leave requests and their details, including pending 

status, sorted by Leave Type.  This report also includes notes (if any) from and to the employee.  It 

doesn't include leave hours — see the Leave Hours reports for that. It's used to review leave requests 

by leave category, analyze request trends, monitor usage by category, and support compliance with 

leave policies. 
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Open Hours by Location 

The Open Hours by Location report lists unfilled assignments in a demand  by location, comparing 

actual hours to required hours to show open hours remaining. It summarizes every location with 

unfilled demand. It's used to identify coverage gaps at specific locations, so schedulers can quickly 

see which locations need additional staffing and take action to fill those open shifts. 
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Position Schedule Sign-Ups 

The Position Schedule Sign-Ups report is used with the Shift Bidding module. It shows Shift Bid 

details — go-live and take-down times — along with each shift's sign-up details: employee name, sign-

up date, position, number of available positions, unit, and each employee's ranked choice. It's used to 

answer questions about when sign-ups happened, which shifts were chosen, and who filled them — 

helping schedulers track interest, resolve conflicts, and make informed decisions when assigning 

shifts or positions. 
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Position Schedule Sign-Ups by Employee 

The Position Schedule Sign-Ups by Employee report lists position schedule sign-ups from the Shift 

Bidding module, sorted by Employee. It's used to review which positions each employee has signed 

up for — making it easier to track employee preferences, manage assignments, and ensure fair and 

efficient scheduling. 
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Post Sign-Ups by Employee 

The Post Sign-Ups by Employee report lists post sign-ups and whether each was assigned, sorted by 

Employee. It's used to see how many times an employee signed up for a posting (typically overtime) 

over a time period, review which posts each employee has signed up for, track employee interest, 

manage assignments, and ensure fair distribution of opportunities. 

 

 

    On the Beat – When an employee feels like they're being passed over for overtime or extra-duty 

posts, Post Sign-Ups by Employee settles it quickly — it shows exactly how many times they've 

signed up and for what, cutting through the "I never get picked" complaint with a clear record. 
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Post Sign-Ups by Location 

The Post Sign-Ups by Location report lists post sign-ups and whether each was assigned, sorted by 

Location. It's used to review which posts at each location have employee sign-ups — helping 

schedulers identify interest and coverage at specific sites and make informed decisions about 

staffing needs. 
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Time Bank Detail by Employee 

The Time Bank Detail by Employee report gives a detailed, list of each employee's time bank activity: 

type, debits, credits (accruals), resets, and running balances. Sorted alphabetically by Employee, it 

can be run for everyone or narrowed by filter group, unit, or individual employee. Enter the same start 

and end date to see a single day's activity, or a date range to see accruals and usage over that period. 

Each employee's time banks — Comp Time, Holiday, Sick, Vacation, and any others on their profile — 

are listed with their own activity dates and running balance. 

For example, an employee's Sick bank might start at 20 hours, accrue 6 hours and use 8 hours during 

the period, and end at 18 hours remaining. 

It's used to track individual employees' time bank activity, monitor accruals and usage, and support 

accurate leave management and payroll processing. 

 

 

    On the Beat: An employee disputes their time bank balance — "I should have 60 hours, why don't 

I?" Running Time Bank Detail by Employee makes it easy to walk back through the specific dates and 

find the discrepancy, like an entry that was submitted as a regular activity request instead of comp 

time. Employees can also run this report against their own time bank on InTime Web, so they can 

self-verify their balance without waiting on a supervisor. 
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Time Bank Detail by Time Bank  

The Time Bank Detail by Time Bank report gives a detailed list of banked time — credits, debits, 

accruals, resets, and overall balances — sorted by Time Bank (such as Vacation, Sick, or Comp Time) 

across all employees. It's used to review and analyze the activity and balances for each time bank 

category agency-wide, helping administrators monitor usage and status, ensure compliance with 

policies, and support accurate leave and payroll management. 
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Time Bank Summary by Employee 

The Time Bank Summary by Employee report gives a condensed view of every time bank assigned to 

each employee, sorted by Employee: starting balance, total debits and credits for the period you 

select, and the current balance. It doesn't break out individual entries or activity dates — see the 

Time Bank Detail by Employee report for that. This report is used to quickly review each employee's 

total time bank activity and current balances, helping administrators monitor leave accruals and 

usage and keep accurate records for payroll and leave management . 
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Time Bank Summary by Time Bank 

The Time Bank Summary by Time Bank report gives a condensed view of each time bank's activity, 

sorted by Time Bank (such as Vacation, Sick, or Comp Time): total debits and credits and the overall 

balance across all employees for the period you select. It doesn't break out individual entries or 

activity dates — see the Time Bank Detail by Time Bank report for that. It's used to review overall 

activity and balances for each time bank category, helping administrators monitor usage and status 

for compliance, planning, and payroll purposes. 
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Timesheet Alerts by Employee 

The Timesheet Alerts by Employee report lists timesheet alerts, sorted by Employee — flagging 

timesheets that are Pending, Unsubmitted, Rejected, or Approved. It's used to see which employees 

have triggered timesheet alerts, so administrators or schedulers can quickly identify and address 

missing approvals, discrepancies, or other issues before payroll processing. 
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Timesheet by Employee 

The Timesheet by Employee report gives a detailed breakdown of all hours an employee worked for 

a pay period, along with each timesheet's status (Submitted, Approved, or Rejected) and any notes. 

Sorted by Employee, it can be run for the entire agency, a specific unit, or a single employee, over the 

date range you select. Unit and rank appear in the body only when they differ from the employee's 

home assignment shown at the top. It's used to review and verify timesheet submissions and 

approvals, ensuring accurate payroll processing and compliance with organizational policies.  

Note: the information contained in a timesheet report may be different than the information in the 

schedule as the schedule may have been modified after the timesheet has been submitted.   
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Employee Reports 

Attribute Value by Employee 

The Attribute Value by Employee report lists attributes and their assigned values, sorted by 

Employee — for example, an employee might have attributes like FTO, Gender, Sergeant Mandatory 

OT List, and SWAT. It's used to review which attributes (such as skills, certifications, or other 

identifying information) are assigned to each employee, for a group, an individual, or everyone at 

once, without opening each profile. It helps administrators keep employee profiles up to date and 

supports accurate scheduling, compliance, and workforce planning. 
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Attribute Value by Value 

The Attribute Value by Value report lists attributes and their assigned values, sorted by attribute 

value — for example, one employee might be marked DRE, and twelve marked FTO. It's used to see 

which employees, if any, hold a specific attribute value (such as a particular certification or skill) — 

helping administrators identify qualified personnel for assignments, ensure compliance, and support 

workforce planning. 
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Employee Contact List  

The Employee Contact List report lists each employee's contact information as entered in their 

profile — name, address, email, SMS, cell phone, and other contact types — organized into Type and 

Information columns. It's used to quickly access and verify employee contact information, 

supporting communication for scheduling changes, alerts, and updates, and compliance with HR and 

legal recordkeeping requirements. 

 

   On the Beat -   When wildfires forced evacuations across the region for one agency, a chief 

needed to know immediately which employees lived inside the affected zones. Exporting the 

Employee Contact List to CSV and importing it into mapping software made it possible to plot 

every employee's address against the evacuation map in about ten minutes — work that would 

otherwise have taken most of a day to compile by hand.  

 



 
 
InTime Reporting 

 

 
© 2021 InTime Solutions Inc.  60 

Employee List 

The Employee List report lists all employees in the system with basic profile information — such as 

name, employee number, employment dates, and status. It's used to quickly reference and verify 

employee details, supporting workforce planning and administrative tasks such as scheduling, 

payroll, and compliance checks. 
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Attendance Reports 

Punch Status 

The Punch Status report shows a summary of employee punch-in and punch-out activity, indicating 

whether employees punched in or out as required for their shifts. You can filter it by branch, date, 

and time range. It's used to quickly check punch status for a given date or range, and identify 

employees who missed a required punch, punched in late or early, or failed to punch out — 

supporting attendance tracking, compliance, and enforcement of timekeeping policies. Print it for 

record-keeping or further review. 
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Punch Status by Employee 

The Punch Status by Employee report lists individual punch records for each employee: punch time, 

type (in or out), status, assignment, activity, location, and the IP address the punch was made from. 

You can filter by branch, date/time range, filter, unit, and employee, and limit results to exceptions 

only. It's used to review a detailed, employee-by-employee punch history — useful for verifying 

exactly when and where an employee punched in or out and supporting attendance audits and 

exception review. 

 

    On the Beat – When a supervisor is building a case around a chronic attendance problem, Punch 

Status by Employee provides the record — exactly when an employee punched in or out, and where 

they fell outside the required window — giving a documented history to point to rather than relying 

on memory or hearsay. 
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Punch Status by Location 

The Punch Status by Location report lists punch-in and punch-out data for employees at specific 

locations: punch time, type, status, employee, assignment, activity, and IP address, sorted by 

Location. You can filter by branch, date/time range, and filter, and limit results to exceptions only. It 

flags punches that fall outside the required time window — for example, a punch made just a minute 

past the scheduled start time. It's used to monitor attendance compliance at each location and 

identify employees who aren't punching in or out as required by policy. 
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Payroll Reports (Additional Module) 

Payroll Alerts by Employee  

The Payroll Alerts by Employee report lists payroll alerts tied to an employee and an assignment, 

sorted by Employee. It's used to review payroll-related alerts triggered for specific employees, 

helping payroll administrators or supervisors quickly identify and address payroll processing issues 

or exceptions before payroll is finalized. 
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Payroll Code by Unit 

The Payroll Code by Unit report gives a detailed list of employee assignments, sorted by Unit and by 

your filters, showing the pay code applied to each assignment and any exceptions. An hours modifier 

added to a base assignment overrides the regular pay code. It's used to audit payroll code usage 

within each unit, ensure correct coding, identify discrepancies, and compare payroll code 

application across teams or divisions — supporting payroll accuracy and compliance with internal or 

external reporting requirements. 

This is a Resolved Hours report: it accounts for all hours — worked, leave, assignment overlap, and so 

on — and adjusts as needed so the hours shown match what an employee actually worked or actually 

took as leave. 
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Payroll Detail by Employee 

The Payroll Detail by Employee report gives a detailed list of hours worked, pay rate, and total 

amount owed, broken down by assignment, sorted by Employee. It's used by payroll administrators 

or supervisors to review payroll details for each employee, verify pay calculations, and audit 

individual payroll records — supporting accurate payroll processing and resolving discrepancies. 
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Payroll Detail by Hours Modifier 

The Payroll Detail by Hours Modifier report gives a detailed list of hours worked, pay rate, and total 

amount owed, sorted by Hours Modifier (such as overtime, special event, or premium pay 

categories). You can filter it further by Demand or Employees, and sort by Date, Employee, Location, 

or Customer. It's used to review payroll information grouped by hours modifier, verify modifiers are 

applied correctly and employees are compensated accurately, and audit payroll calculations for 

specific pay categories — supporting payroll processing, compliance, and identifying discrepancies 

or trends. 
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Payroll Detail by Location 

The Payroll Detail by Location report gives a detailed list of hours worked, pay rate, and total amount 

owed, sorted by Location. It's used to review payroll details for all employees grouped by where the 

work was performed — helping ensure payroll accuracy, compare payroll costs across sites or 

departments, and support budgeting, billing, and cost allocation. 
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Billing Reports 

Billing Alert by Location 

The Billing Alert by Location report lists billing alerts tied to assignments, sorted by Location — 

flagging scheduled assignments at locations where the Location Rate isn't set up, or where 

assignments overlap with different rates. It's used to identify and review billing-related issues or 

exceptions at specific locations, helping administrators or billing staff catch and resolve 

discrepancies before invoicing customers. 
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Billing Detail by Location 

The Billing Detail by Location report gives a detailed list of hours worked, the associated billing rate, 

and the total amount to bill a customer, sorted by Location. It's used for a full accounting of work 

performed and dollars owed by a customer at a location, based on the agreed rate — supporting 

accurate invoicing and financial reconciliation. 
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Billing Summary by Customer 

The Billing Summary by Customer report gives a summary of hours worked, the associated billing 

rate, and the total amount to bill, sorted by Customer, for the date range you select. It's used to 

review and verify total billable hours and charges for each customer, supporting accurate invoicing, 

financial reconciliation, and customer account management. 
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Margin Detail by Customer 

The Margin Detail by Customer report gives a detailed review of margin profit or loss, sorted by 

Customer. It requires either an employee pay rate set up on the employee record, or a pay rate set 

up in the Location Rate. It's used to analyze the profitability of services provided to each customer — 

helping organizations assess which accounts are generating profit or loss and support informed 

business decisions. 
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Margin Summary by Customer  

The Margin Summary by Customer report gives a summarized review of margin profit or loss, sorted 

by Customer. It doesn't include employee details — see the Margin Detail by Customer report for 

that. It's used to quickly assess overall profitability or loss for each customer, supporting financial 

analysis and strategic decision-making about customer accounts. 
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Notification Reports 

Notification Detail  

The Notification Detail report lists notifications sent from the system or by a user, sorted by send 

order, for the date range you select. It shows each notification's content, recipient, and contact 

method (device). It's used to confirm that every contact on a message was notified, audit 

communication, troubleshoot delivery issues, and review the exact messages sent to employees. 
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Notification Detail by Employee 

The Notification Detail by Employee report lists notifications sent from the system or by a user, 

sorted by Employee, for the date range you select. It shows each notification's content, making it 

easy to review everything sent to a specific individual — unlike the general Notification Detail report, 

which isn't organized by recipient. It's used to audit communication with specific employees, 

troubleshoot delivery issues for an individual, and confirm exactly what messages an employee 

received during a given period. 

 

    On the Beat – A supervisor gets a grievance: an employee claims they were never notified 

about a shift change or overtime opportunity. Running Notification Detail by Employee settles it 

immediately — it shows the exact device, delivery method (push, SMS, or email), and timestamp 

for every notification sent to that person, so "I never got it" can be confirmed or corrected on the 

spot. 
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Notification Summary 

The Notification Summary report gives a summarized list of all notifications sent, in the order sent, 

for the date range you select. Sort it by User, System, Find/Fill, Punched, Timesheets, or Requests. It 

doesn't include the detailed content covered in the Notification Detail reports. It's used for a high-

level, quick audit of overall notification activity — confirming notifications are being sent as 

expected without reviewing every message. 
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Reminder Acknowledgement by Customer 

The Reminder Acknowledgement by Customer report lists task/reminder notifications, sorted by 

Customer, and shows whether each was acknowledged (the "Got It" confirmation) by the recipient. 

It's used to audit and confirm that employees have acknowledged important reminders or tasks for a 

specific customer — supporting compliance or operational follow-up, and documenting that 

required notifications were seen and confirmed as required by agency or customer agreements. 

 

Reminder Acknowledgement by Employee  

The Reminder Acknowledgement by Employee report lists task/reminder notifications and shows 

whether each was acknowledged (the "Got It" confirmation), sorted by Employee. It's used to track 

which employees have acknowledged specific reminders or tasks, so supervisors or administrators 

can confirm that important notifications have been seen and confirmed by each employee — helping 

maintain accountability for required communications. 
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Asset Reports (Additional Module) 

Asset Alerts by Asset  

The Asset Alerts by Asset report lists expired assets along with the employees they're currently 

assigned to. You can set a Start and End Date and select which employees to include. It's used to 

quickly identify compliance issues related to asset expirations (set in the asset module), helping 

ensure employees aren't using equipment that's no longer valid or safe. 
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Asset Assignment Detail by Asset 

The Asset Assignment Detail by Asset report shows which employees have historically been 

assigned to an asset and who was most recently assigned to each asset. You can set a Start and End 

Date and select which employees to include. It's used to track asset accountability and quickly 

determine who is currently responsible for a particular piece of equipment. 
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Asset Assignment Details by Employee  

The Asset Assignment Detail by Employee report lists, for each employee, every activity or shift 

within the date range you select, along with the asset assigned for it — Asset ID, Serial ID, Asset Type, 

Effective and Expiration dates, Manufacturer, Model, and Notes. You can filter by branch, filter, unit, 

asset type, and employee. It's used to see exactly which assets an employee had assigned to them 

for their scheduled activities — helping track asset distribution to individuals and verify the right 

equipment was assigned for each shift or event. 
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Asset Expiration by Asset Type  

The Asset Expiration by Asset Type report shows which assets are approaching their expiration 

date, organized by Asset Type, for the date range you select. Assets are listed in order of expiration 

date rather than by Asset ID, so the ones needing attention soonest appear first. It's used for 

proactive asset management — identifying and addressing expiring assets before they become a 

compliance or operational issue. 
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Asset Availability by Asset Type 

The Assets Available by Asset Type report shows which assets are currently available for assignment 

— not currently assigned to an employee or activity — organized by Asset Type. You can filter it by 

asset type to quickly find available equipment in specific categories. It's used by schedulers and 

asset managers to efficiently allocate resources, ensure equipment is utilized effectively, and avoid 

assignment delays due to unavailable assets. 
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Employee Asset Detail by Employee  

The Employee Asset Detail by Employee report lists each employee's currently assigned assets: 

Asset ID, Serial ID, Asset Type, Manufacturer, Model, Effective and Expiration dates, and Notes. You 

can filter by branch, filter, unit, asset type, and employee. It's used to quickly review asset 

distribution and see which equipment is with which employee — supporting accountability, audits, 

and ensuring all assigned equipment is properly tracked. 
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Training Reports (Additional Module) 

Certificate Expiration by Date Range  

The Certificate Expiration by Date Range report lists certificates and their expiration dates for 

employees, filtered to the date range you select. It shows every certificate expiring within that range 

along with the associated employee. It's used to monitor upcoming certificate expirations, ensure 

compliance, and plan for timely renewals so employee qualifications don't lapse. 
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Certificate Summary by Certificate  

The Certificate Summary by Certificate report gives a summarized list of certificates employees 

hold — effective and expiry dates, course type, and other details — sorted by Certificate. It shows 

which employees hold each certificate, grouped by certificate type. It's used for compliance 

tracking, identifying gaps in certification coverage across the workforce, and planning renewals or 

additional training. 
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Certificate Summary by Employee  

The Certificate Summary by Employee report gives a summarized list of certificates each employee 

holds — effective and expiry dates, course type, and other details — sorted by Employee. It shows 

every certificate an employee currently holds, making it easy to review an individual's certification 

status at a glance. It's used to monitor employee compliance, prepare for audits, and manage 

recertification processes. 
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Certified Course Hours  

The Certified Course Hours report gives a summary of the hours each employee has spent on 

certified courses. It's used to track training investment, verify employees are meeting required 

training hours, and support compliance or audit requirements — helping monitor ongoing training 

progress and confirm certifications are being maintained through the necessary course hours. 
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Course Category by Category  

The Course Category by Category report organizes and lists courses by their assigned category — 

subject-based (such as Defensive Tactics, Firearms, or First Aid), skill level (Entry Level, Intermediate, 

Advanced), or audience/role type (Patrol, Corrections, Supervisors, and so on), sorted by Category. 

It's used by training managers and administrators to review all courses grouped under each category, 

identify gaps or overlaps in training offerings, and ensure training aligns with agency needs and 

employee career paths. 
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Course Category by Employee 

The Course Category by Employee report lists each employee's completed training courses, 

grouped by course category — subject-based (such as Defensive Tactics or Firearms), skill level 

(Entry Level, Advanced), or audience/role type (Patrol, Supervisors), sorted by Employee. It's used by 

training managers and administrators to review which employees have completed required or 

optional courses within each category, identify training gaps, and ensure compliance with agency 

training requirements. 
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Course Detail by Course 

The Course Detail by Course report gives a detailed list of employees who have taken each course 

and the certificates they achieved, sorted by Course. It shows effective and expiry dates, instructor, 

and certificate information for every employee who took a given course. It's used by training 

managers to review participation and completion rates for specific courses, track completed 

training, monitor certificate validity, assess course effectiveness, and plan future sessions. 
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Course Detail by Employee  

The Course Detail by Employee report gives a detailed list of courses each employee has completed 

and the certificates they achieved, sorted by Employee. It shows effective and expiry dates, 

instructor, and certificate information for every course an employee took. It's used to review an 

individual employee's full training and certification history at a glance, track compliance, prepare for 

audits, and verify that required courses and certifications are current. 
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Course List  

The Course List report gives a high-level overview of all courses: when each was offered and which 

certificates are linked to it. It's used by training managers and administrators to review the full course 

catalog, track scheduling history, see which courses tie to specific certifications, plan future training 

sessions, and identify gaps in course offerings. 
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Course Roster  

The Course Roster report lists the employees assigned to a specific course offering and shows their 

attendance and completion status. It's used to track participation, verify completion, and maintain 

accurate training records for each course session — supporting compliance confirmation, audit 

preparation, and ensuring only employees who actually completed a course are credited for it. 
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Training Level Alerts by Employee Worked Hours 

The Training Level Alerts by Employee Worked Hours report shows the hours an employee worked 

while a Training Level (TL) Alert was present — that is, while missing a required training level, 

certificate, or course for an assigned activity, location, or asset. You can filter by Branch, Start and 

End Date, Employee Filter group, Unit, and TL. For each alert it shows the date triggered, the alert 

type (Activity, Location, or Asset), the TL name and the specific expired, failed, or missing course or 

certificate, the total hours worked without the appropriate TL, and an infraction count, with grand 

totals for both counts and hours at the bottom. It's used by supervisors and administrators to audit 

employee assignments, ensure staff aren't working roles they're unqualified or under-prepared for, 

and support compliance, risk management, and training oversight. 

 



 
 
InTime Reporting 

 

 
© 2021 InTime Solutions Inc.  95 

Training Level Alerts by Training Level  

The Training Level Alerts by Training Level report organizes all Training Level (TL) Alerts by training 

level rather than by employee, sorted alphabetically by TL. For each TL it lists the employees who 

triggered an infraction, the alert type (Activity, Location, or Asset), the date the TL was broken, the 

hours the alert was present, the total hours worked without the appropriate TL, and an infraction 

count, with grand totals for both counts and hours at the bottom. You can filter by Branch, Start and 

End Date, Employee Filter group, Unit, and TL. It's used to audit which training levels are most 

frequently missing or expired across the organization, identify patterns or systemic gaps in training 

compliance, and support risk management and training program planning. 
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Training Level Expiration by Date Range  

The Training Level Expiration by Date Range report lists employees whose training levels or 

certificates are set to expire within the date range you select. It's used by training managers and 

supervisors to identify who needs to renew certifications or complete retraining soon, plan and 

schedule training sessions ahead of expirations, and maintain compliance and workforce readiness 

by avoiding lapses in required qualifications. 
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Training Level List 

The Training Level List report gives a consolidated view of every training level set up in the system, 

along with the courses and certificates required for each. It's used by administrators and training 

managers to reference and compare training level requirements without opening each item 

individually, review and audit the structure of training levels across the organization, ensure 

consistency and completeness in requirements, and support decisions when assigning or updating 

training levels. 
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Training Level Non-Compliance  

The Training Level Non-Compliance report lists employees with expired certificates who haven't 

renewed by the required re-certification date — identifying who is currently non-compliant with 

training or certification requirements. It's used by supervisors and training managers to quickly see 

which staff need to renew credentials to remain qualified, maintain compliance, reduce liability, and 

avoid scheduling employees who aren't up to date on required certifications. 
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Training Level Summary by Employee  

The Training Level Summary by Employee report gives a summarized list of the training levels each 

employee holds, including effective and expiry dates for each, sorted by Employee. It's used by 

supervisors, schedulers, and training managers to quickly verify which employees are qualified for 

specific assignments or roles, monitor upcoming training level expirations, and support compliance 

and workforce planning. 
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Unassigned Training Level  

The Unassigned Training Level report lists training levels that exist in the system but haven't been 

assigned to any employees. It's used by administrators and training managers for auditing and 

housekeeping — confirming all training levels are relevant and in use, spotting potential gaps in 

employee qualifications, and identifying levels that may need to be reviewed, updated, or removed. 

Reviewing it regularly helps keep the training level structure clean and accurate. 
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System Reports 

Employee Licensing  

The Employee Licensing report compares the number of licensed employees your agency is 

permitted against the number of active employees currently entered in the system. It's used by 

administrators to ensure compliance with licensing agreements, avoid exceeding the permitted 

number of scheduled employees, monitor system usage, and support staffing planning and contract 

or license renewals. 
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SMS Usage  

The SMS Usage report is a simple counter showing how many SMS messages have been sent, letting 

you check your current message count and track SMS usage over a period. It's used by administrators 

and schedulers to monitor SMS activity and trends, manage costs or quotas, audit usage if there are 

concerns about overuse, and verify that notifications are being sent as expected. 

 

 

User Login 

The User Login report records user login activity within the system: which users logged in and which 

logged out, the date and time of each login. It's used by administrators and supervisors to monitor 

system access, verify user activity, support security audits, identify unauthorized access attempts, 

track usage patterns, and troubleshoot login-related issues. 
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Web Service Activity  

The Web Service Activity report lists web service calls made within the system: time, username, web 

service, duration, branches, and status. You can filter by date/time range and username. It's used to 

review and audit web service activity — tracking which services were called, by whom, how long 

each call took, and whether it succeeded. 

 

 

Daily Roster 

Daily roster reports in InTime are customizable, printable reports that show staff assignments for a 

specific day — such as patrol deployment or other personnel lists — and are commonly used for 

operational planning and shift management. Because they can pull data from several modules, daily 

rosters are highly flexible: you can filter which employees and assignment details appear (by rank, 

assignment, leave status, and more), and rosters can be named, copied, modified, or imported from a 

CSV file to fit your agency's needs. It's recommended to copy a roster before modifying it, so you 

can experiment without affecting the original. 

For instructions on creating, configuring, and viewing daily rosters, refer to the InTime Administrators 

Guide. 
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Wellness Reports (Additional Module) 

Fatigue Details by Employee 

The Fatigue Details by Employee report reviews fatigue threshold infractions for individual 

employees. You can filter by Branch, Start and End Date, Employee Filter group, Unit, and Fatigue 

Type (Daily, Work Period, Monthly), and select individual employees. The current Fatigue Thresholds, 

as set in Branch Rules, display at the top. For each employee it shows Name, ID, Rank, and Unit; the 

type of Fatigue Threshold broken; the date of the infraction; hours worked above the threshold; the 

sum for each Fatigue Threshold type; the number of Warn Alerts present in the Work Schedule; the 

average hours worked above threshold per infraction (Hours Per Alert); and a grand total for each 

Fatigue Threshold type. It's used by schedulers and command staff to identify trends, monitor 

employee wellness, and proactively address fatigue issues before they affect performance or safety. 
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Fatigue Summary by Unit  

The Fatigue Summary by Unit report summarizes fatigue threshold infractions by unit. You can filter 

by Branch, Start and End Date, Employee Filter group, and Fatigue Type (Daily, Work Period, 

Monthly), and narrow the unit list within a branch by unchecking "Select All." The current Fatigue 

Thresholds, as set in Branch Rules, display at the top. For each unit, sorted alphabetically, it shows the 

type of Fatigue Threshold broken; Hours Over (hours worked above the threshold); Alert Count (the 

number of Warn Alerts at the time the report is run); Hours Per Alert (the average hours over 

threshold per infraction); and a grand total for each Fatigue Threshold type. It's used by schedulers 

and command staff to quickly identify units with higher fatigue risk, monitor trends, and take 

proactive steps to address wellness issues before they affect employee health or department 

performance. 
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Resource Contact List  

The Resource Contact List report lists all effective wellness resources and their groups — such as 

therapists or support groups — as of the date you select, alphabetized by group and then by resource 

name within each group. You can filter it to show only specific resource types. It's used to give staff 

up-to-date contact information for wellness resources, supporting proactive wellness initiatives; it's 

convenient to print or share, such as pinning on a bulletin board. 

 



 
 
InTime Reporting 

 

 
© 2021 InTime Solutions Inc.  107 

Resource Engagement by Resource  

The Resource Engagement by Resource report shows the level of interest employees have in each 

wellness group or resource, based on anonymous click counts through InTime Web and Mobile — no 

personally identifiable information is collected or stored. You can filter by Branch, Start and End 

Date, and Resource. It shows the number of "Views" each group or resource received, and how many 

times a phone number, email address, or weblink was clicked within the date range. It's used to help 

agencies coordinate wellness events or workshops based on what employees are currently 

interested in, and to identify low-engagement resources so barriers to access can be addressed — 

giving agencies a data-driven way to respond to employee needs without surveys or direct inquiries. 
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Export Reports 

Time Card Report (CSV Optimized) 

The Time Card Report gives a payroll-focused view of employees' approved timesheets for the date 

range you select, listed alphabetically by employee. For each employee it shows Name, ID numbers, 

assigned Unit, Rank, pay period dates, and work group code, along with every approved shift worked 

in the period — including special events, overtime (with hours codes pulled from hours modifiers), 

vacation days, and regular work shifts. It's used for payroll processing, and can be exported directly 

into your payroll system. All timesheets should be approved, and every employee should be 

assigned to a work group, before running it for accurate results. 
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Appendix A: Report Catalog 

Module Report What It Tells You 

Schedule 

Reports 

Activity Detail by Activity Detailed breakdown of activities on the 

schedule, with a total for the time period you 

select. 

 Activity Detail by Employee Detailed breakdown of activities by 

employees on the schedule, with a total for the 

time period you select. 

 Activity HM Detail by 

Employee 

Detailed breakdown of activities that have an 

Hours Modifier (HM) attached, worked by 

employees on the schedule. 

 Activity HM Detail by Hours 

Modifier 

Detailed breakdown of activities that have an 

Hours Modifier (HM) attached. 

 Activity HM Summary by 

Employee  

Basic summary of activities that have an Hours 

Modifier attached, worked by employees on 

the schedule, with a total. 

 Activity HM Summary by 

Hours Modifier 

Total hours worked under each Hours Modifier 

(such as overtime or special event pay), sorted 

by Hours Modifier, for the period you select. 

 Activity Request by Activity  Shows activities employees requested on the 

schedule, with a total for the time period you 

select. 

 Activity Request by 

Employee  
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 Activity Request by Hours 

Modifier 

 

 Activity Summary by Activity 

– Activity Summary by 

Employee 

Gives a summary of activities on the schedule, 

with a total for the time period you select. 

 Assignment Detail by 

Location 

Gives a detailed list of assignments and their 

details, sorted by Location. 

 Assignment Summary by 

Employee 

A summary of assignments, sorted by 

Employee. 

 Assignment Summary by 

Location 

A summary of assignments, sorted by 

Location. 

 Court Activity Request by 

Employee 

A list of customer requests and their status, 

Activity Type, Location, Date, and Agent, 

sorted by Employee. 

 Employee Last Date 

Scheduled 

Details of the most recent Assignment worked 

by Employee(s). 

 Employee Schedule by Week Shows one employee's schedule, one week at 

a time. 

 Employee Utilization Finds employees available to work who have 

fewer scheduled hours than a maximum you 

set for the date range. 

 Find Usage by Location A list of assignments filled using a Find List 

Organizer, sorted by Location. 

 Find Usage Declines by 

Location 

A detailed list of employees who declined 

assignments through a Find List Organizer, 

sorted by decline reason. 
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 Find Usage Calculator Detail 

by Employee 

Tracks detailed usage calculations for each 

employee, including how their balances 

change over time and the actions that affect 

those balances.  

 Find Usage Detail by 

Employee 

A detailed list of assignments filled through a 

Find List Organizer. 

 Hours Alerts by Employee A list of alerts for timesheet errors. 

 Hours Detail by Activity Breaks down work hours for each activity staff 

were assigned to. 

 Hours Detail by Employee Scheduled hours by employee, broken into 

Regular, Overtime, Comp Time, Holiday, and 

Other (Leave) hours. 

 Hours Detail by Location Scheduled hours by location, with subtotals by 

employee, broken into Regular, Overtime, 

Comp Time, Holiday, and Other (Leave) hours. 

 Hours Detail Employee by 

Location 

This report combines the Hours Detail and 

Hours Detail by Location reports, with an hours 

summary at the bottom. 

 Hours Summary by Employee A high-level summary of hours worked by an 

employee: total Scheduled, Actual, Leave, 

Unpaid, Standby, Regular, Extra, Premium, and 

Banked... 

 Leave Hours Detail by 

Employee 

A list of leave taken by an employee: Date, 

Time, Leave Type, and the type of leave hours 

(for example, Unpaid). 
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 Leave Hours Detail by Leave A list of leave taken by employees: Date, Time, 

Leave Type, and the type of leave hours (for 

example, Unpaid). 

 Leave Hours Summary by 

Employee 

A summary of leave and leave hours an 

employee took over a date range, sorted by 

Employee, with totals. 

 Leave Hours Summary by 

Leave 

A summary of leave and leave hours taken 

over a date range, sorted by Leave Type. 

 Leave Request by Rejection 

Reason 

A list of rejected leave requests and their 

details, sorted by rejection reason. 

 Leave Request Detail by 

Employee 

A list of leave requests and their details, 

including pending status, sorted by Employee. 

 Leave Request Detail by 

Leave 

A list of leave requests and their details, 

including pending status, sorted by Leave 

Type. 

 Open Hours by Location (for 

use with Demand Scheduling) 

Unfilled assignments by location. 

 Position Schedule Sign-Ups  

 Position Schedule Sign-Ups 

by Employee 

Position Schedule Sign-Ups and Position 

Schedule Sign-Ups by Employee, used with 

the Shift Bidding module. 

 Post Sign-Ups by Employee A list of post sign-ups and whether each was 

assigned, sorted by Employee. 

 Post Sign-Ups by Location A list of post sign-ups and whether each was 

assigned, sorted by Location. 



 
 
InTime Reporting 

 

 
© 2021 InTime Solutions Inc.  113 

 Time Bank Detail by 

Employee 

 

 Time Bank Detail by Time 

Bank 

 

 Time Bank Summary by 

Employee 

A detailed list of time bank type, debits, 

credits (accruals), and total balances, sorted 

by Employee. 

 Time Bank Summary by Time 

Bank 

A detailed list of banked time, credits and 

debits, accruals, resets, and overall balances, 

sorted by Time Bank. 

 Timesheet Alerts by 

Employee 

A timesheet report showing Approved, 

Rejected, and Unsubmitted timesheets, sorted 

by Employee. 

 Timesheet by Employee A detailed breakdown of all hours an 

employee worked for a pay period, the status 

(submitted, approved, or rejected), and any 

notes. 

Employee 

Reports 

Attribute Value by Employee A list of attributes and values assigned to 

employees, sorted by Employee. 

 Attribute Value by Value A list of attributes and values assigned to 

employees, sorted by attribute value. 

 Employee Contact List Contact information entered for each 

employee – name, address, email, SMS, cell 

phone, and so on – as programmed in their 

profile. 
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 Employee List A list of employees, employment dates, and 

other basic information, all pulled from the 

employee's profile. 

Attendance 

Reports 

Punch Status  

 Punch Status by Employee  

 Punch Status by Location  

Payroll 

Reports 

Payroll Alerts by Employee A list of payroll alerts tied to an employee and 

an assignment. 

 Payroll Code by Unit A detailed list of employee assignments, with 

the pay code for each assignment and any 

exceptions, sorted by Unit and Filters. 

 Payroll Detail by Employee A detailed list of hours worked, Pay Rate, and 

total amount owed, sorted by Employee. 

 Payroll Detail by Hours 

Modifier 

A detailed list of hours worked, Pay Rate, and 

total amount owed, sorted by Hours Modifier. 

 Payroll Details by Location  

Billing 

Reports 

Billing Alert by Location A list of billing alerts tied to an assignment, 

sorted by Location. 

 Billing Detail by Location A detailed list of hours worked, billing rate, and 

total amount to bill a customer, sorted by 

Location. 

 Billing Summary by Customer A summary of hours worked, billing rate, and 

total amount to bill a customer, sorted by 

Customer, for a date range. 
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 Margin Detail by Customer A detailed review of margin profit or loss, 

sorted by Customer. 

 Margin Summary by 

Customer 

A summary of margin profit or loss, sorted by 

Customer. 

Notification 

Reports 

Notification Detail A list of notifications sent by the system or a 

user: the content, who received it, and the 

contact method (device), for a date range.  The 

report is sorted by the order in which 

notifications were sent.  

 Notification Detail by 

Employee 

A list of notifications sent by the system or a 

user, including the content, for a date range 

you select, sorted by Employee. 

 Notification Summary A summary of all notifications sent, in the 

order sent. 

 Reminder Acknowledgement 

by Customer 

A list of task/reminder notifications and 

whether each was acknowledged sorted by 

customer. 

 Reminder Acknowledgement 

by Employee 

A list of task/reminder notifications and 

whether each was acknowledged, sorted by 

Employee. 

Assets Asset Alerts by Asset . 

 Assets Assignment Details by 

Asset 

 

 Assets Assignment Details by 

Employee 
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 Asset Expiration by Asset 

Type 

 

 Asset Availability by Asset 

Type 

 

 Employee Asset Detail by 

Employee 

 

Training Certificate Expiration by Date 

Range 

 

 Certificate Summary by 

Certificate 

 

 Certificate Summary by 

Employee 

 

 Certified Course Hours  

 Course Category by Category  

 Course Category by 

Employee 

 

 Course Detail by Course  

 Course Detail by Employee  

 Course List  

 Course Roster  

 Training Level Alerts by 

Employee Worked Hours 
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 Training Level Alerts by 

Training Level 

 

 Training Level Expiration by 

Date Range 

 

 Training Level List  

 Training Level Non-

Compliance 

 

 Training Level Summary by 

Employee 

 

 Unassigned Training Level  

System Employee Licensing  

 SMS Usage  

 User Login  

 Web Service Activity  

Daily Roser Copy of InTime Police 

Services 

 

 InTime Police Services  

Wellness Fatigue Details by Employee  

 Fatigue Summary by Unit  

 Resource Contact List  

 Resource Engagement by 

Resource 
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Export Time Card Report  
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