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Reports Suite on the 
Employer Site



Platform Highlights
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▪ Comprehensive suite of dynamic reports

▪ Based on the products and options selected

▪ Report availability based on data availability

▪ Custom reporting options

▪ Run reports on-demand − whenever you need them

▪ Schedule recurring reports or for a single date

▪ Elect to receive report notifications

▪ Schedule delivery notices

▪ Set up automatic reports to another contact



Report Options for All Products
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▪ Pick Up – Click Reports tab to see all reports available for download

▪ Scheduled – List of all scheduled reports

▪ Individual product tabs (employer-specific)

▪ Healthcare (includes HSA) & Dependent Care 

▪ Commuter Programs

▪ Other Programs



Pick Up – It’s Your Landing Page
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▪ Reports available for download are listed with the following details:

▪ Report and Program: Lists report name and program type

▪ Plan Code: Identifies the program; if annual program, year is included

▪ Frequency: How often the report runs

▪ By: Who requested the report

▪ Generated: Date report was run

▪ Available For: Number of days and hours for which report is available

Generated 

On Demand: 

Available for 

48 hours

Generated 

Per Schedule: 

Available for 

30 days



Scheduled Reports
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▪ Report and Program: Lists report name and program type

▪ Plan Code: Identifies the program; if annual program, year is included

▪ Frequency: How often the report runs

▪ Scheduled: Date report requested

▪ Start Date: Date report started

▪ # Recipients: Number of recipients (one or more); set up when report is scheduled



Scheduling Reports



Select a Report
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▪ Select the report you want to run and report details will be highlighted

▪ Parameters available for the report will expand

▪ Select parameters as needed

▪ All reports will have the ID Code Display – this allows those with access to run reports with the 

full unique ID

▪ Other parameters will vary based on the report selected



Additional Options for Select a Report
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▪ Report Name:

▪ Account Activity report

▪ Plan Name:

▪ Selected plan for report

▪ Report Version:

▪ Options vary based on report 
selected

▪ Report Type:
▪ Full report

▪ One Participant Only

▪ Summary and Totals Only



Additional Options (continued)
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▪ Number listed shows how many 

are either selected or available



Additional Options (continued)
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▪ Primary Sort

▪ Secondary Sort

▪ Same options as Primary

▪ Report Format Options

▪ Total by Option

▪ Provides total by options listed



How to Generate a Report
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▪ Schedule Report: Brings up options to schedule a report

▪ Generate Report: Generates report on demand – will be listed on the Pick 

Up page when ready

▪ About This Report: Pop up box with details about the specific report, 

including how to use the report



Generating a Report On Demand
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▪ Click Generate a Report for on demand reports:

▪ Report in Progress is displayed and takes user to the Pick Up page or other notification 

option, if selected

▪ Continues to show “in progress” under generated column

▪ Click Refresh Page for an updated status 



Generating On Demand Reports
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▪ For on demand reports, click Generate a Report

▪ Once the report is available, it will show generated date and time

▪ Most reports run quickly, depending on how much data is requested (certain reports are prioritized)

▪ If report is expected to take a long time, you can request a notification

▪ You can close out of the browser and come back later without losing the report

▪ Choose to open in Excel or CSV (based on the selected report format)

▪ Report is available for 48 hours from the time generated



How to Generate a Scheduled Report
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▪ Select either One Time or Recurring

▪ Recurring options depend on when data is available, for example:

▪ Invoices are based on monthly report, so data is only available monthly

▪ MSP data is only available quarterly, so report is only quarterly

▪ Funding report will be listed as “Daily” or “Weekly” depending on the employer

▪ Not all reports can be scheduled

▪ Reports  based on incoming data, like HSA funding, can’t be predictably scheduled, so they will 

need to be run on demand



Schedule a Report Screen
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▪ Select One Time or Recurring reports

▪ Enter your Start Date

▪ Choose your Recipients

▪ Drop-down will list available recipients*

▪ Select using checkboxes

* All recipients need to have report access on the Employer site.



Schedule Recurring Reports
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▪ Options are based on when data is 
available (including frequency)

▪ Start and End Dates: Specify the timeframe 
for which the report is to be run

▪ Generate Examples: Shows sample dates for 
the first three reports

▪ Cancel: Stops the report

▪ Save: Retains your selected report 
specifications; once saved, obtain the report by 
clicking the Scheduled Reports tab



Editing a Scheduled Report
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▪ Select the report for editing

▪ Once you edit the parameters, select one of the two following options:

▪ Save the report



Report Versions



Choosing the Report Type
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▪ Report type:

▪ Full Report

▪ One Participant Only

▪ Summary and Totals Only



Full Report Version
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▪ Full version details:

▪ About This Report

▪ How to Use This Report

▪ Report Parameters

▪ Totals

▪ Participant details 

▪ Columns in current report

▪ Optional columns are available at the 

end of the report for SYS EE ID 

(WageWorks  ID) or PPT/EE Status 

(participant/ employee status)



Summary Report Version
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▪ Summary details:

▪ About this Report

▪ How to Use this Report

▪ Report Parameters

▪ Summary/Highlights 

specific to report

▪ Totals Only has the same 

columns as Current 

Report, but only includes 

the total 
Summary/Highlights: 

Account Activity 

report



Using One Participant Report Version
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▪ Select report type One 

Participant Only

▪ Enter participant search 

criteria (at least one field)

▪ Select participant to 

display information 
▪ If participant is not found, go 

to Search again

▪ Click Display Report



One Participant Report Version
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▪ One Participant report contains:

▪ Report parameters

▪ Details on the specific participant

▪ All columns on report show (using the 

scroll bar)

▪ Click OK to go back to the 

Participant Search screen



HC/DC Reports Available



Healthcare & Dependent Care Reports
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▪ Healthcare (HC) and Dependent Care (DC) reports show in alphabetical list

▪ HCFSA and DCFSA reports

▪ HRA Reports

▪ HSA Reports

▪ Date availability shows when new data is available

▪ Details gives short description of the report

▪ Reports available depend employer configurations 

▪ Carryover reports only show if Carryover is set up for the employer

▪ MSP reports only show for HRA clients



HC & DC Reports Lists
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▪ FSA, HRA & HSA
▪ Enrollment Report

▪ Account Activity Report

▪ Contributions & Payments 

Report

▪ Health Care Card Report

▪ Custom Contributions Report



HC & DC Reports Lists (continued)
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▪ FSA only

▪ Carryover Report 

(if offered)

▪ HRA only

▪ MSP Report



HSA Healthcare Reports
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▪ Subset of HSA-specific reports are listed under HSA option

▪ Other reports include HSA information; but only include HSA data

▪ HSA option only displays if the HSA is available



Report Format Changes



Account Summary Details
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▪ Reports parameters are the same; ID Code Display will default to last 4 digits 

and only show options if ER has that access  

▪ Reports now include About This Report tab with key fields and an FAQ on 

how to use the report 



Legacy: About this Report Details
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Account Summary (continued)
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▪ Added PPT EE Status and SYS 

EE ID to the end of each report



Add, Cancellations and Re-Elections
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▪ Report Parameters are 

dynamic

▪ Some reports include 

Summary/Highlights section



Commuter Reports (COM)



Commuter Reports (COM)

35

▪ Commuter Programs 

Reports listed 

alphabetically

▪ Data Availability shows 

when new data is available

▪ Details provides short 

report description

▪ Commuter Programs may include Employer Parking and Transit

▪ Employer Parking and Transit is still listed under those tabs




