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CV360 Custom Reports



Make sure to use either Chrome or Firefox as your    browser

This is a new folder structure path to access CV360 reports for areas 
such as Absence, Compensation, HR, OMB, Payroll and Worker’s 
Compensation



Welcome to the Reporting training course. This course is designed to inform users how to access the new 
folder structure path to CV360 reports. 

Reporting

• Users who need to execute reports for their daily job functions.

• 1 Hour

We recommend the following prerequisites before taking this course:

• CV360 Navigation Training 

Who should take this course?

Prerequisites:

Duration:



Navigation Log in to CV360 Home page →
Tools →
Reports and Analytics



Reporting

1

Navigate to Tools from CV360 
Home page and click on 

Reports and Analytics

2

Select the Browse Catalog button. 
This will open a new browser tab.



Reporting

CV360 Reports

From the Folders panel, drill down to get to 
Absence Report:  Shared Folders > Custom 

> CV360 Reports > Absence > Absence 
Report

3

https://dekalb-my.sharepoint.com/personal/lshields2_dekalbcountyga_gov/Documents/Documents/CV360reportcatalog.pdf


Reporting

Select the calendar icon. Choose the start date, then click OK. Repeat 
for the calendar end date. 



Reporting

4
When the report has completed processing, an icon will 

appear in the top right corner.  Click the icon.



Reporting

The Report will generate on as an Excel file.
**Information has been redacted for training purposes. 



Reporting

The report initially is saved to the Download Folder.  However, you can 
move the report to your documents. 
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Exporting CV360 Reports

Reporting



Navigation 
Shared Folders →
Custom →
CV360 Reports →
Compensation →
Salary Detail Report



Reporting

1

Navigate to Tools from CV360 
Home page and click on 

Reports and Analytics

2

Select the Browse 
Catalog button. This 

will open a new 
browser tab.



Reporting

3

From the Folders panel, drill 
down to get to Absence Taken 

Report:  Shared Folders > 
Custom > CV360 Reports > 

Compensation > Salary Detail 
Report



Reporting



Reporting

4
Scroll to the bottom of the report and 
select the Export option.  Next choose 

the file format. 



Reporting 

5 This will download the report output to the user’s local machine
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Filtering in CV360 Reports

Reporting 



Navigation 
Shared Folders →
Custom →
CV360 Reports →
Absence →
Leave Balance Report



Reporting

1

From the Folders panel, drill 

down to get to Absence 

Taken Report:  Shared Folders 

> Custom > CV360 Reports > 
Absence > Leave Balance 

Report



Reporting

2 Select Open



Reporting

To search for the department/cost center you 

are responsible for, select the dropdown arrow for 

the department field and click Search 
3



Reporting

4 Select Remove All



Reporting

You can either save or open the 
file.

Note this is for Firefox. 

For Chrome, the file will be 
automatically saved in your 

download folder. 

7

To begin the search, enter 

any cost center values on 

the name field. 

In this example, we will 
search for all cost center 

under IT (016). Make sure 

that you put the 0 in the 

front. 

5



Reporting

6

Select the Search button. 

All department that 

starts with 016 will show 

up



Reporting

7
Highlight the results and select Move All. The department 

you selected will move to the Selected area. 



Reporting

8 Select OKYou can add cost centers that you 
want to search by repeating steps 4 – 
7 before proceeding in the next steps.



Reporting

10 Select Apply

9
The search will close and the cost center you selected will be 

in the department field. 



Reporting

11

You can download the 

report in your local machine.

Click on the download icon 
found at the right side of the 

page. 



Reporting

This will download the report output to the user’s local machine.
Note: Users may Save the file or print if applicable. 
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Scheduling Jobs in Reports

Reporting 



Navigation 
Shared Folders →
Custom →
CV360 Reports →
OMB →
Earnings Report →



Reporting

1

From the Folders panel, 

drill down to get to 

Absence Taken Report:  

Shared Folders > 
Custom > CV360 

Reports > OMB > 

Earning Report



Reporting

2 Click the More hyperlink and Select Schedule. 



Reporting

Navigate to the General Tab. Select 
the calendar icon. Choose the last 
date of the month then click OK.



Reporting

Click the Schedule Tab. 
Select the Start radio 
button. 



Reporting

Navigate to the Notification Tab. Select the 
checkbox by notify by and all the checkboxes 
for when.  Enter your email address and click 
Submit.



Reporting

3

You will receive a 
message that the 

Job has been 
submitted. Click OK.



Reporting

Enter a Report Job Name then click OK.4
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Save Report to Favorites

Reporting



Save Report to Favorites

You can also add the report in your favorite. To do that, follow the steps below: 
Navigate to the report you’re requesting to save. 
The navigation for the Absence Report is shown in this example.



Save Report to Favorites

1 Click the More hyperlink 
and Select Add to 
Favorites. 



Save Report to Favorites

Selecting Add to Favorites will add a star in the report and show under the Favorites drop down-list. 



You have reached the end of the Running Reports in CV360 course. You should now be able to:

• Access Reports via the new report structure in CV360

• Export Reports

• Filter in Reports

• Schedule Jobs for Reports

• Save Reports to Favorite

Reporting Summary
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