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HOW TO ACCESS REPORTS ON THE DASHBOARD 

Several reports are available from the dashboard.  Each report returns real-time data specific to your division or 
department.   

1. From the top left of your home page, open the PageUp Menu then click ‘Reports’ 
to view the reports dashboard.  Or click ‘Reports’ from the banner on the top  
right of your home page. 

 
2. A list of available reports will appear on the dashboard.  Consult the Reports  

Glossary document for a description of each report. 

 
  

  

Reports created by TRE. 

https://hr.wisc.edu/docs/trems/reports-glossary.pdf
https://hr.wisc.edu/docs/trems/reports-glossary.pdf


 

 

 hr.wisc.edu/trems / Updated 5/6/2020 / Page 2 of 2  

HOW TO RUN A REPORT FROM THE DASHBOARD 

1. To run a report, click the report title and results will open in a new window. 

2. To download the results, choose the file format from the menu at the bottom of 

the results window and ‘Export.’ It is recommended to download the report to 

Excel so you have the opportunity to work with the data. Choose Excel (2007+) 

only if running version 2007 or higher of Excel.    

3. Click on ‘Download Report.’ Depending on the web browser you are using and how Microsoft Excel is set up on 
your computer, you may need to save the file and ‘Enable Editing’ before being able to work with the data. 
 
 
 
 
 
 

 


