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PaycoHCM Tips and Tricks:
Multi-Level Sort for Reports

Example: Let’s say that you want a report of your employees that is sorted first by
department and then by the employees' last names.

There are two methods for multi-level sorting in HCM:
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3. If you need a third sort, hold the <Shift> key again and repeat.
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@ You can use ‘Shift' key to apply multi sorting in the report. X

Clear Sorting
Level 1

Default Cost Center 1 Department v

Direction

(® Ssort Ascending 1
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Grouping:

If you want to group by department
(so that you don't need an extra
column with a lot of the same
information), first sort in the order you
want, then click the arrow again and
choose Group under the menu.

Saving:

To save your changes, click on the
ellipsis icon at the right of the screen,
and choose Save View.

Give the view a name and be sure to
check My Default if you want it to
show up this way whenever you access
the report. Then click Save.
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