
Reward and Conduct reports 

 

1. Select the Reports tab: 

 

 
 

2. Select Rewards Report, and the date range you want to look at: 

 

 
 

3. Select the types of entry you want to look at, plus the department: 

 
 

4. Click on the report format that you want, and then Produce Report in the bottom right-hand 

corner. 

  


