
Duplicate Timecard Reports 
 

These reports provide a quick, easy-to-read display of employee timecards in a current, previous, or 
historical pay period.  Note that the comments and any prior period adjustments will not be available to 
print on these reports, so if you need that information please see the View History Timecard Details job 
aid. 

 
 

Running the Duplicate Timecard Report for the Current or Previous Pay Period  
This report generates copies of all employee timecards within the selected criteria. To run this report, click 
on “Duplicate Timecard Report (Current or Previous Pay Period) within the reports menu of Timekeeping.  
 

1. Click on “Select Parameters To Run Report”. 

 
2. Select the desired Pay Class and Pay Period on the Select Parameters page. Click “Run Report”. 

 
3. When the report has run, click on the desired format to view and/or save. The Duplicate Timecard 

Reports are most compatible with the PDF format.  

 
  

https://slbp.osu.edu/payroll-timekeeping/biweekly-timekeeping-training/viewing-history-timecard-details/


*Note that the Current/Previous version of the Duplicate Timecard report pulls the selected timecard for 
everyone a user has access to within the selected pay class. If one timecard is desired, the “Print 
Summary” button in Manage Employee Time may be a better option.  

 
 

Running the Duplicate Timecard Report for History Pay Periods 
This report generates copies of a selected employee’s timecards within a date range, and can be run for 
any pay period outside of the current and previous periods. To run this report, click on “Duplicate 
Timecard Report (History Pay Periods) within the reports menu of Timekeeping. 
 

1. Click “Select Parameters To Run Report” 

 
2. Select the desired date range using the “From Date” and “To Date” dropdowns. 
3. Select the employee timecard desired for the date range by entering the last name of the employee or 

selecting the name from the dropdown.  
4. Click “Run Report” 

 
  

https://slbp.osu.edu/posts/documents/2-intro-to-managing-employee-time.pdf


 
5. When the report has run, click on the desired format to view and/or save. The Duplicate Timecard 

Reports are most compatible with the PDF format.  

 
 
Duplicate Timecard Report Output 
See the example below of the PDF output of either Duplicate Timecard Report.  

 


