
Instructions*on*How*to*Run*Reports*in*NextGen (Student*Employment*Website)

1.*Under*“Reporting”*click*“Standard*Reports”
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2.#Click#“My#TimesheetX Reports”
3. Then select#which#report#you#want#to#run#and#click#“Run#Report”#on#the#right#side

Tip:#“Earnings#with#Wage#Breakdown#Details”#reports#on#students#hourly#pay#and#earnings#per#time#sheet
“Hire Details Report” reports on howmany hires you have in your department and what position#they#have
“Award Details with#Job#Title”#reports#on#stipend#pay,#including#GAs,#RA/RDs,#and#SSP#stipends
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4.#Filter#the#report

Tip:#Use#one#filter#at#most.##The#system#will#fail#if#too#many#filters#are#used.
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5.#Select#“No#Summary#Details#Requested”#by#clicking#“Select”#
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6.#Click#“Next”,#you#do#not#have#to#sort#the#report.#
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7.#Under#dropdown#select#“Excel”#then#click#“Export”.##It#will#download#report#in#Excel.##It will either
be a pop up,#at#the#bottom#left#hand#corner#or#look#in#your#downloads#folder#to#retrieve#the#report.
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