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Course Audiences and Prerequisites

Prerequisites

 You should have completed the following prerequisites:
– SPS-ABC Certification Exam (ABCs only)

–SPS-BEN 301A-Processing Employee Benefits in Workday (ABCs 

only)

– SPS-ABC 101, Introduction to Benefits Fundamentals

–DBM-EBD HIPAA Certification

– SPS-HCM 101O, Workday Navigation Basics

Audiences 

• This course is intended for the following audiences:

– Agency Benefit Coordinators and Agency Benefits Liaisons



Lesson Objectives

After completing this lesson, you should be able to:

Identify custom Benefit reports in SPS Benefits

Identify where to find a list of Benefit reports 

Demonstrate how to run and view Benefit reports in SPS Benefits



Reporting in SPS Benefits

Standard Reports…

Are delivered with the SPS system

Custom Reports…

Are built for specific State 

requirements

Begin with the prefix “SPS Benefit”

– e.g., SPS Benefit Open Election Events 

- Employees

There are two general types of reports within SPS Benefits.



What Benefit reports are available?

 You can find a list of custom reports on your home page, under Agency 

Benefit Reports.



What Benefit reports are available? (Cont.)

 The name and description of the reports will display after clicking the 

Agency Benefit Reports worklet.



Running Benefits Reports

 Choose one of the below options to run a report:

1) Click the report name from the list to run the report.

2) Enter the name of the report in the Search field to run the report.



Running Benefits Reports (Cont.)

 Depending on the report, Workday will prompt the user to fill in specific 

reporting criteria such as Benefit Group, Supervisory Organization, and 

Effective as of Date.

Note: Some reports may run immediately 

upon clicking on the report name.

Fields marked with 

an asterisk are 

required.

Who and what you can 

see in a report depends 

on your security. 



Running Benefits Reports (Cont.)

To save the combination of required fields, enter a name 

and then click on “Save”. You can find it the next time you 

run the report under “Manage Filters”.

Once the required fields have been completed, click OK to 

run the report. Your report will display after inputting the 

search criteria and clicking the Submit button.



Running Benefits Reports (Cont.)

 There may be times when running a report that you get a message such 

as the one below. This means the report is running. 

Click the Notify Me Later button.

Don’t click the Cancel

button or you will cancel 

running the report.



Running Benefits Reports (Cont.)

Then click the OK button.

Edit the Request Name 

if desired.



Running Benefits Reports (Cont.)

You will get a notification at 

the top right hand corner of 

the screen once the report 

is ready. You can open the 

report by clicking the link.



Running Benefits Reports (Cont.)

You can access the report 

at a later date by clicking 

the profile button at the top 

right of the screen and then 

clicking My Reports.



Running Benefits Reports (Cont.)

The report file will be 

displayed here. You can 

click to open and download.



Viewing Reports

You can view reports in several ways:

 Online 

– Sort, filter, and view in chart format

 Export to Excel

– Manipulate the data, as needed

NOTE: Data in reports real-time.  This means data can change as Benefit 

events are completed in the system.



Demonstrate how to:

 Find the list of reports

 Run a report

 Manage filters

 Notify later of a report

Running a Report in SPS



Samples of Reports

The following slides are SAMPLES ONLY of what 

some of the reports may look like in SPS Benefits. 

Only select fields are shown in the screenshots.

Note that the information shown in the following 

reports is for demonstration purposes only and does 

not reflect real employee data.



ABC Benefit Reports

SPS Benefit All ABC Reports



ABC Benefit Reports

SPS Benefit Census Report



ABC Benefit Reports

SPS Benefit Expiring Contract Report

The person who ran this 

report has security access 

to all of these agencies. 



ABC Benefit Reports

SPS Benefit Finalized Election Event - Employee



ABC Benefit Reports

SPS Benefit Group by Sup Org



ABC Benefit Reports

SPS Benefit Leave Monitoring Report



ABC Benefit Reports

SPS Benefit Open Election Events - Employees



ABC Benefit Reports

SPS Benefit Worker Leave Snapshot





Congratulations!  You completed the webinar!


