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Report Writer – Date Range Report Help 

Introduction 

The purpose of this article is to provide you with options for customizing the report.  

 Report Writer 

As the Report Type indicates, you can generate a report for a range of dates (of your choosing) each time you 
generate the report in Report Writer. Here is the Report Setup tab: 

 

Here is the Preview by Company tab:  

 

Each time the From Date and To Date is entered, the report generates with the information in that range of dates. 
When requesting a range of dates, there may be multiple entries per employee during that date range. Therefore, 
the report will list an employee multiple times (this is the design of the report). 



 

November 15, 2024 

Report Writer – Date Range Report Help 

 

Single Line per Employee 

There may be times when you want to pull a report by a range of dates, but do not need all the detail above. In 
order to generate a single line per employee, follow the instruction below: 

1. Navigate to Reporting > Report Writer and ensure that the Report Setup tab is selected 
2. Put a check mark in the Totals Only Summary Report option 
3. Click Save 

 

4. Navigate to the Edit Columns tab 
5. Select an employee master field (Employee Name, Employee Number, etc.) 
6. Click Edit 
7. Scroll down to Sort Position. Select if you would like the master field selected to: 

• Be “1” or “2” sort (after other sorts available) 
• Select either “Ascending” or “Descending”  

8. Select the Group By option. 
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9. Click Save 

Note: The report below is sorted by Department “1,” Employee Number “2” and Employee Name “3.” The report is 
grouped by “Department Code” and “Employee Name.” Grouping by department gives you totals per department 
(or organization field selected). 

 

Eliminating Data on the Date Range Report 

Based on the report above, the system may still provide data for an employee with zero gross wages or net pay. If 
you want to eliminate that data from the report, you can create an OR statement.  

Using the Report Writer Calculated Column Quick Reference guide, use an IIF statement to filter your information.  

1. Navigate to Reporting > Report Writer. 
2. Select your Date Range Report. 
3. Navigate to the Edit Columns tab. 
4. Click Add New. 
5. Select the Field Category “Calculated Column (Numeric).” 
6. Click Expression. 
7. Select Column, and double-click to add to your formula. 
8. When complete, click OK. 
9. Include a Heading for the field. 
10. Click the Hidden Column option. 
11. Click Save. 

 

The results of this formula would be: 

• Gross Wages not equal to zero, OR Net Pay not equal to zero 
• If Yes = 1 

• If No = 0 

If you want to exclude any employees with a “No”, complete the following: 

1. Navigate to Report Filters. 
2. Click Add New. 
3. Select the Column just created. 

https://learning.myisolved.com/library/articles/296
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4. Enter !=(Not Equal) in the Operator field. 
5. Enter “0” into the Value field. 
6. Click  Save. 

 


