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Accessing Online Manager Self Services

1. Go to www.proservice.com.

ENIENIN

From the upper right corner, click on Login.

Select the menu you should use after your upgrade based on the chart below.

A login screen will appear. If you have previously registered for an account, enter your

Username and Password. If you have not created an account, click Register to create

one.

MANAGER LOGIN

If you clicked here
BEFORE UPGRADE

Client Login

Client Login
(HRP)

Login here
AFTER UPGRADE

Manager Portal

myHiHR Manager
Self Service Login

The page will redirect you to this login screen.

Lo
(x) client Login

Employee Login
Manager Portal

Employee Portal
iSolved Login

UltiPro Login

i most experien ™Y Hi HR Login

myHIHR Manager Self Service
Login

Client Login (HRP)

myHiHR Employee Self-Service
Login

Employee Login (HRP)

Username [

Password

e .
ProServiceHAWAll

—

HR that powers your business

Forget your password?
ProService Hawaii
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Getting Around - Dashboard

Dashboard gives you quick access to company information and relevant features.

@iﬂ:ﬂma Il Imvcomwwlz |rv1vEMP-ovEESI3 |NYWRGL-S |4 E ! a ‘E7 8.’

Company / Dashboard ! Home Company: (132) DEMO™ HIH5 SAMPlg HAWAII
ents

ounscl & V.F. of lluman

Operations & Systems Manager
Juseph Muldowriey
'3 (925] 310-5405 E

Jmuicowney@hinrhawaii.com (808) 535-6945

kmorse@hihrhanail.com
@ Corporate Counsel & V_P. af Human
= wa

Recent Payrolis | 13 My Empioyees] 14
Fay ol Description Pay Date -mployee Name Ext Work Mobile Work Email

AIKAU, EDWARD
ALAC, LO

Alacar Jude
ALACAR, LEO
ALACAR, LORENCE
ALACAR, LORCNCE
Alauan Lorence
ALACAR, MALIA
Andy, Chu

Alacar, Lorence
CHU. ANDY
DEMOKK, DEMOKK
Fight, Feh
empovee 7, test

FLOWER, PRETTY
Visw All 5

Dashboard Item Description

1. Homepage Clicking this logo brings you back to the homepage.

2. My Company A list of features related to your company.

3. My Employees A list of your employees related features.

4. My Payrolls This tab houses all actions regarding Payroll.

5. Reports This button will bring up a list of reports you can run.

6. View Favorites Clicking on this star in any view will show your favorites.
7. Messages All systems notifications for you to read are shown here.
8. Password Change Click on this icon to change your password or to sign out.

You can set forms as favorites, features that you access frequently. These are listed

9. My Favorites on the Dashboard when and you can also access them from the Favorites menu.

10. View Your Support This lists your ProService client support team’s contact information.

Team
11. Help Video tutorials or help material can be viewed here.
12. Action Menu/Bar Allows a list of actions for the current screen.
13. Recent Payrolls Lists all of the latest payrolls and can be clicked to view individual payroll details.
14. My Employees Can be clicked to see employee information.
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Search Bar

* | Q]

When searching in the toolbar, type in a part of a word and it will bring up the different functions
and different reports that are associated with the word. You can either start typing to do a broad
search, or you can narrow the search using an initial letter followed by a colon:

A: - Application Search (Features/Forms)

E: - Employee Search

R: - Report Search

' PAYROLLS =2 W b Q) - ¢

Application Suggestions

Employee Pay Summary

Payroll = View

Employee Payroll Vouchers
Pz :.-',"e." = View

Pay History

B E B

General Navigation

Any underlined text is clickable and indicates action on the page, often opening a list of
selections.

Skills

+ Skill Code Skill Description Skill Commen

= X

To add a page or report to your favorites, click on the action menu and click Add To Favorites.

Add To Favorites

Display Data Mapping

Manager Guide | PRHR 06012021
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Change Password

First time signing in? First time users should change their ProService issued password.
Best Practice Tip: Users are encouraged to change their passwords every six (6) weeks.

1. Enter your Current Password.
Enter your New Password. The system validates the password; if it does not pass the
validation. The system will inform you what you need to do to create a valid password.
3. Re-enter your password in the Confirm New Password field.
4. Click Save, the next time you logon, use your new password.

@service MY COMPAMY WY ERIELOYEES MY FAYROLLE . +* a | B 2
Company { Dashbeard | Home: Gompary: [132] DEMG” HIHR SAMPLE HAWL ﬁ = L
My Favorties Change Password

AP Corsanin Coapesl & 6 F. ol e
System | Changs | Changs Password ]

Change Passward

Currect Passeord
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View Employee’s Profile

Obtaining detailed information about an employee is easy to do from The Dashboard.

1. First, click on the My Employees tab then select the Employee Details bar.

@Servfcew-.- MY COMPANY MY EMPLOYEES
Compa

Emergency Contact Report
MY Ea Employee Age Report
Employee Birthday Report
Employee Census Report
Employes Change Report
Employee Contact Information Report
Employee Department Report
Employee Dependents
Employee Dependents Report

Employee Details

Employee Flexible Spending Accounts

2. Click on Employee in the top left section of the screen and a list of all employees will
appear.

R T e | Nane | (=] 1

Employee (I L

3. Click on the desired employee to view the individual's personal profile. The tabs across
the top will contain data specific to that area.

Test EIT\D\OVEG | 'Name | Personal | Work | Pay | Tax | Deposit | Skills & Education | Property | Other |

Employee D27464 4

Name & Contact

Last Name EMPLOYEE Work Phone [ I
First Name TEST work Email [
Middle Name [ ] EF Username alyssatest

Nickname I ]

Employment

Employment Status ACTIVE Status Type Change Employer ProService Pacific, LLC
Status Date 05/08/2017 Employer Start Date 05/08/2017
Employment Type Full-Time Last Hire Date 05/08/2017

Type Date 05/08/2017 Original Hire Date 05/08/2017

Position Clerical/Office Adm Position Change

Position EEQ Code CLERK

FLSA Exempt

W/C Class HI.8810 CLERICAL ONLY

4. An alternative way is to use the bottom right quadrant on your home screen. It lists all of
your active employees only. Click on any employee and it will also open their Employee
Details page.

Manager Guide | PRHR 06012021
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My Employees
Employee Name
AIKAY, EDWARD
ALAC, LO

ALACAR, JUDE
ALACAR, LEQ
ALACAR, LODOG
ALACAR, LORENCE
ALACAR, LORENCE
ALACAR, LORENCE

Changing an Employee Address

1. From the employee profile, click Address.

Work

Mabile

Work

Email

HR / Change / Employee Details

Test Employee

Employee

|D27464

K1

Name | Personal

Company: (487) SAMPLE COMPAR

Address |

Work |

Pay | Ta

Name & Contact
Last Name

First Name

Middle Name

Nickname

EMPLOYEE

TEST

Work Phone
Work Email
EP Usernam

L
L

alyssatest

=]

2. Type in the address information that needs to be updated and click Save.

4K/ Lhange / Employee Address ‘Lompany: (48/] SAMPLE CUMPANY Y =
Test Emp|OYee | Name Personal \ Work \ Pay \ Tax \ Deposit | Skills & Education \ Property | Other |
Employee

Resident Address

Address 123 Sample Road Home Phone 808/222-5555

Cell Phone

ZIP Code 33037 — Personal Email | O Frimary

City HONOLULU ] Work Email [ ] () Primary

State HI Deliver Check Home 0

County HONOLULY

GEO Code 120030050

Unincorporated Area 0 Override GEO Code |:|

School District No. Override End Date [

Mailing Address Form W-2 Address

Address I ] Address I ]

ZIP Code — ZIP Code

City ] City |

State State

Manager Guide | PRHR 06012021
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Employee Position Change

1. From the employee profile, Name tab, click Position Change.

HR / Change / Employee Details Company: (487) SAMPLE COMPANY
TestEm ployee | Name | Personal | Work | Pay | Tax | Deposit |
Employee D27464 Q
Name & Contact
Last Name EMPLOYES Work Phone
First Name TEoT Work Emai
Middle Mame [ | EP Username alyssatest
Nickname [ ]

Employment

Employment Status ACTIVE Status Type Change Employer ProService Pacific, LL
Status Date 04/30/2021 Employer Start Date 05/08/2017
Employment Type Full-Time Last Hire Date 05/08/2017

Type Date 04/30/2021 Original Hire Date 05/08/2017

Position Amusement Park Position Change

Position EEO Code SERVC

FLSA Exempt

W/C Class HI.S016 AMUSEMENT OPERATOR

2. Click on the New Position Code link.

Mew Position Code |

Mew Position Start Date | |
|
|

Mew Position Reason Code Promotion A

Based on recent review date of

3. Select the new position from the pop up window.

Select Active Positions for a Company

Position Position Title Position Classification ELSA Obsolets
wempt
1 S016 Amusement Park S016 N
2 7382 BUS CO. DRIVERS 7382 N
3 9014 Bldg Opps. by Contra 9014 N
4 5645 Carpentry Dwellings 5645 N
5 8810 Clerical/Office Adm 3810 N
6 7380 Drivers/Chauffeurs 7380 N
7 8742 OUTSIDE SALES 8742 Y
4. Enter the Start Date and Reason Code.
UL FUSILION Sidl L Lraue U LOF £ L
Mew Position Code [za10 | Clerical/Office Adm
Mew Position Start Date |o5/04/2021 |
Mew Position Reason Code [Promation ~|

Based on recent review date of | |

5. Click Save

El EKEZ3 KEXX

Manager Guide | PRHR 06012021
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Other Employee Ch

Depending on your role, you m

e Pay Tab: Click on Pay R

Rate Effective Date
Annual Pay Rate
Monthly Pay Rate
Semi-Monthly Pay Rate

HR / Action / Pay Rate Change

Pay Rate Change

Current Employment Status
Current Employment Type
Current Pay Penod

Current Pay Rate

Current Annualized Pay

New Pay Rate
Mew Standard Hours

Mew Annualized Pay

anges

ay have access to change other information for employees on other tabs.

ate Change to update an employees pay.

04/25/2021

52,000.00 Pay Rate Change

4,333.33

2,166.67

Company: (487) SAMPLE COMPANY
D27464 O\ | EMPLOYEE TEST
Active
Full-Time
Weekly
25.0000  Per Hour
52,000.00

e Work Tab: Update an employee’s Department, Division or Project

HR / Change / Employee Work

Client: (487) SAMPLE COMPANY

Test Em D|0V€8 | MName | Personal | Address | Work | Pay | Tax | Deposit | Skills & Education |
e

Status Dates

Last Hire Date Seniority Date 05/08/2017 |
Original Hire Date Benefits Thru Date 05/08/2017
Leave Return Date l:l Last Day Worked I:l

Employer Start Date Provider Notified On l:l

Hire Repart Date l:l

Assignments

Worksite Location Euture Date 1 QAHU Reports To

Division Euture Date 1-8BH Hierarchy Tier

Department Future Date GRANT 1

o st —

Project L ]

Manager Guide | PRHR 06012021
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o Deposit Tab: Add, Delete or update an employee’s direct deposit account

HR / Change / Employee Deposit Client: (487) SAMPLE COMPANY 9 E
Test ET“|J“:’}'E€ | Name | Personal | Address | Work | Pay | Tax | Deposit | Skills & Education | Property | Other |
Employee

Status

Deposit Status Pay Types to Deposit All v

Suppress Account Mumber Print 0

Direct Deposit Information 7]
+ Type Transit Number Bank Name Account Number Pay Type Method Amount Limit Status Prenote Date
* x Checking v 121301015 First Hawaiian Bank 12345678 --Select-- ~ Remaining Balance % Prenotification % 06/15/2019

e Skills & Education and Property Tabs: Track important dates for employees or company property
assigned to an employee.

HR / Change / Employee Skills and Education Company: (487) SAMPLE COMPANY 9 E
Test Employee | MName | Personal | Work | Pay | Tax | Deposit | Skills & Education | Property | Other |
Skills

+ Skill Code Skill Description Skill Comment Competency Level Date Certified Renewal Date
> x CPR CPR Certification 05/04/2021

[ R

e Employee Documents: An electronic filing cabinet for your digital employee documents. Access

this from the Action Menu by clicking on == and selecting Documents.

Manager Guide | PRHR 06012021
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HR / Change / Employee Documents Client: (487) SAMPLE COMPANY P =

Employee Documents

Date
Document Name MNotes ey ESS

DemoResume.pdf 04/22/2021 O Q@

Load a Document

Manager Guide | PRHR 06012021
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Documents & Forms
Depending on your access, there are different areas to access documents.

Under the MY COMPANY menu, Clients Forms provide access to change forms, safety forms and more.
These also contain New Hire Forms. Forms will launch in a new window.

Skills

Company | View

Billing Register

Client Forms - New Hire

Client Reports

Tnwrirae

File Name

Authorization for Direct Deposit & Electronic Pay Statements. pdf
Authorization for Movie Ticket Deductions.pdf
Authorization for Payroll Deductions.pdf

Authorization for Retirement Payroll Deductions (MEW).pdf
Employee Handbook Acknowledgement Form.pdf
Employee Notice of Resignation.pdf

Employee Property Receipt Form.pdf

Employment Application Form.pdf

Employment Change Form.pdf

Employment Form.pdf

Employment Separation Form.pdf

Group Movie Ticket Order Form.pdf

You may only have access to New Hire Forms, and these can be found under the Client Forms - New
Hire.

Billing Register
Client Forms
Client Reports

Invoices

Company | Dashboard

Home Paae for Worksite Manaaers

Manager Guide | PRHR 06012021
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View Paid Time Off (PTO)

1. Click on the My Employees tab, then select Employee PTO Register, listed on the HR |
Change dropdown

ESnrvfce-i-'.','m MY COMPANY MY EMPLOYEES
o

Emergency Contact Report

My Fa Employee Age Report
Employee Birthday Report
Employee Census Report
Employee Change Report
Employee Contact Information Report
Employee Department Report
Employee Dependents
Employee Dependents Report
Employee Details
Employee Flexible Spending Accounts
Employee ID Report

Employee PTO Register

Employee Supervisor Report

2. Click on Employee in the top left section of the screen and a list of all employees will
appear

HR / Change | Employee PTO Register

Employee PTO Registers

Employee | Q]
Register Type

PTO Benefit Plan | |
Benefit Start Dats | |

3. Choose the employee to view PTO information
4. Click on Register Type to choose the type of leave

Manager Guide | PRHR 06012021
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View Employee Benefits

1. Click on the My Employees tab, then select Employee Benefit Overview, listed on the HR
| View dropdown

ESW.*;H-,-,-\.@.. MY COMPANY MY EMPLOYEES

o o bsines

[HR | Change |
Compa HR | Change

Emergency Contact Report

My Fa Employee Age Report
Employee Birthday Report
Employee Census Report
Employee Change Report
Employee Contact Information Report
Employee Department Report
Employee Dependents
Employee Dependents Report
Employee Details
Employee Flexible Spending Accounts
Employee ID Report
Employee PTO Register
Employee Supervisor Report

HR | View
Employee Benefit Overview

Employee Benefits Register Inguiry

-

2. Select Employee ID in the top left section of the screen and a list of all employees will
appear

HR | View | Employee Benefit Overview

Employee Benefit Overview

Employee ID | Q|

Age

Hire Date

3. Choose the employee to view their benefits overview

Manager Guide | PRHR 06012021
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Time Entry

See the Detail Guide to Time Sheet Entry for more detailed information on time entry.

1. Click on My Payrolls, then select Time Sheet Entry under Payroll | Action

ProServi
roservice Hawa
[——y

Compa

My Fa

j MY COMPANY

Employee Gamishments
Recurring Deductions
Scheduled Deductions
Scheduled Payments

Employee Pay Summary
Employee Payroll Vouchers
Payroll Billing Summary
Payroll History

Payroll Journal Inquiry

Payroll Summary

Payroll | Action

Payroll Approval

Time Sheet Entry
Payroll | Dashboard

MY EMPLOYEES

MY PAYROLLS

2. Click on the Payroll number to enter the timesheet as shown below:

Payroll / Action / Time Sheet Entry

Select Payroll for Time Sheet Entry

Q

Client: (132) DEMO™ HIHR SAMPLE HAWAII

Payroll# Description Payroll Type Pay Date Cutoff Date Cutoff Time Delivery Date
08-19-16 BI-WEEKLY Scheduled 08/19/16 08/15/16 11:59PM 08/18/16 ]
3. Enter your time and once completed, click on Finalize
. y P , .
Payroll / Action { Time Sheet Entry Client: (132) DEMO" HIHR SAMPLE HAWAII ep=
Payrall 201€5 m BweeKy Pay Fri End Sat Start  07/31,/2016 End 08/13/2016 Pay Date  08/19/2016 (o} 0‘ 0 |:‘ q
Employee. hame Payrate Salary SALARY VI WKIONT w2 woowt plo nots  sonus Dol Pelel poednales Totm Hours Tota Unks TotmlDollars  GrossPa  ojE o0 UR FTo R A
11389 Ho, Don w00 8 8200 3000 80020 0
Wo0B37  Iona, Koa 1.50 0.00 L
18173 e, 1amba e e om s
R1141€ Kakanamoku, Duks Paca 10.00 g 90.00 30.00 800.00 L
Aonadl 20.00 g 30.00 3000 2,400.00 S
U008z= 14.00 0.00. S
W02517 Kekai, Kawi<a 8.50 0.00 S
BOD842  Makalw, kalanl L.oo 0.00 S
V113C6  Mousc, Minnic 20.00 0.00 L
111995 Sample, tesra 406 WA e om F
¥16147  Test, Run 1.00 0.00 2
P11415  Zern Coke 25.00 0.00. 2
Totals for selected employees {To do only)  240.00 0.00 0.00 c.00 0.00 0.00 0.00 .00 0.00 0.00 240.00 0.00 0.00 4,000.00
+ El * Fayroll Statistics (filtered)
20
- oio-
W rinalized
m m Finalize Page Unfinalize All Audt tisting - ™ Toral
—

Manager Guide | PRHR 06012021
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Payroll Approval

1. Once you receive the approval notification, click on My Payrolls, then select Payroll
Approval under Payroll | Action

@s"w‘:u - MY COMPANY MY EMPLOYEES MY PAYROLLS
e

Employee Gamishments

My [ Recurring Deductions
Scheduled Deductions
Scheduled Payments
Employee Pay Summary
Employee Payroll Vouchers
Payroll Billing Summary
Payroll History
Payroll Journal Inquiry
Payroll Summary
Payroll Approval
Time Sheet Entry
Payroll | Dashboard

2. Reports are available to review on the right side of the screen.

—sts = - == - rr-r- - I - - |
Payroll Approval
yroll Appr Voew Rapar/Analytic  [Fayroll Summary 7]
Paryradl Nurmber 201939 ADpEE D
- L I ) Y B Erpioyes Voucher  Check/Deposit  Gross Pay
Descrocion 71219 way COOZDN MR Depent 112040
Pary Diate 07/12/2019 GIBSON KIRK 00073  Chedc 1206000
Payrodl Type Regulary Scheduled JACKSON BD DoO735 Chedk G000
. i o PEETED BAMMY 000731 Cheds 106060.00
Paprell Xtatist Client approval pending TESTER SAL 000737 Depost 280,00
WAGE MINNIE 000734 Check 420.00
Pary Group Pericd Sart Pericd End
WL weakly Friday 07/01119 070715

3. If the payroll is correct, click Approve. If the payroll is incorrect, click Deny and enter comments
noting the issues on the payroll.

Payrodl Approval

Paryreel Nurmber |201939 | ADRE Deny -
Descriptian OF-12-19 WELY

Pary Date QOF L3019

Paryrodl Twpa Eaguiarty Scheduled

Paryroll Seatus Client approval pending

Pay Group Peried Siart Perics] Erd
WKLY ‘Weekly Friday o7fof1s e i
Comments

Faryrodl is deriskd due to moermen tameshesr eniries |

4. Once finished, click Submit. m

Manager Guide | PRHR 06012021
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Print Employee Paycheck Stub

1. Select the employee you would like to print a stub for from My Employees on your
homepage or by searching for the employee in your search bar.
2. Inthe employee record, click on the Action Menu.

\NY 9

lax | Deposit | Skills & Education | Property | Other |

3. Select Payroll Vouchers.

L Benefit Overview

ill:
Documents
Employee Dependents
Employee Events

Employee Motes

Garnishments
Chart

Organization
Override R

PTO Regist

Pay History
Payroll Summary
T —
Position History
Position Rates

Recurring Deductions
Reprint Form W-2
Scheduled Deductions
Scheduled Payments

Status Type History
Remove From Favorites

~ Display Data Mapping

4. Click on the Voucher number.

Voucher# Check/advice#
Qoos21 4471598

5. Click on the Banking Tab and then click Reprint Check Stub. The stub will save in PDF
format to your computer.

Em P |Oyee Voucher | Voucher | Pay | Deductions | Benefits | Tax | Accounting | Banking

Voucher Number 000621 Employee SANDY SMITH Pay Date 05/05/2021

Check Details

Bank Account 61
Check Mumber 4471598 Reprint Check Stub

Check Amount 0.00

Manager Guide | PRHR 06012021
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Print Employee W-2

1. Select the employee you would like to print a stub for from My Employees on your
homepage or by searching for the employee in your search bar.
2. Inthe employee record, click on the Action Menu.

NY P =

lax | Deposit | Skills & Education | Property | Other |

3. Select Reprint Form W-2.

Documents

Employee Dependents
Employee Events
Employee Notes

Garnishments

Organization Chart
Override Rates
PTO Register
Pay History
Payroll Summary
Payroll Vouchers
Position History
Position Rates
Recurring Deductions
Reprint Form W-2
Scheduled Deductions
Scheduled Payments
Status Type History
Remove From Favorites
—  Display Data Mapping

4. Select the Tax Year and click Run. The W-2 will save in PDF format to your computer.

Payroll / View / Reprint Form W-2

Reprint Employee W-2 Form

Employee ID U18739 SANDY SMITH
Tax Year 2020 w

Manager Guide | PRHR 06012021
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Standard Payroll Reports List and How to Access Them

See the Report Guide for more detailed information on accessing and running reports.

1. Click on the Report Icon highlighted in screenshot below
2. Click on the desired report from the dropdown

)
ProServic

—

Absence Codes Report

Emplc  Course Codes Report
Department Codes Report
Emeloy  piyision Codes Report
Location Codes Report
age | Material Codes Report
Hire oy Mileage Codes Report
s 73y Grades Report
Payroll | Report
Employ
Batch Register Report
Pay Pe

ort

FSAR dation Report

Martal g enefit adjustments Report

Depen  Calculate Checks Report
Certified Payroll XML Download Report
Client Allocation Report

Empl¢  client Check Register Report

Deduction Code Detail Report
Deduction Code Summary Report
Deduction Register Report
Employes Loans Report
Employes Voucher Report
Gross-To-Net Register Report
Labor Distribution Repart
Overtime Report

MY COMPANY
HRIVE

MY EMPLOYEES

PEO Client Payroll Accounting Report
Paid To Date Pay Register Report

etail Report

ummary Report

0d PTO Report

Payroll Allocation Report

Payroll Check Journal Report

Payroll Cost Report

uction in Arrears Report
it Report

Report

Report (Legacy’
Retirement Contributions Register Report
Tax Liability Report

Time Sheet Report

WH347 Report

HR | Report

Benefits Billing Detail Report
Emergency Contact Report

Employee Address Report

Employee Age Report

Employee Anniversary Report
Employee Birthday Report

Employes Census Repart

Empl hange Report

Employee Contact Information Report

MY PAYROLLS

2

Event Codes Report
1D Report
ster Report

Employee Property Report
Employee Ranked Service Report
Employee Retirement Loans Report
Employee Skills R
Employee Supervisor Report

Employee Terminations Report
Employee Test Resuits Report

PTO Hours Taken Report

PYTD Retirement Contribution Summary
Ranked Salary Report

Retirement Matching Percent Report
Reviews Due By Month Repart

Salary As Of Report

Statistics by Position Report

ort

User Process Report

fii| yo

3. Filter the report by adjusting various pieces of information and click Run to generate

report.

Employee Birthday Repo

Selection Parameters

Status Class

Type Class

Sort Parameters
Primary Sert

Report Filters

+ Division

S —

+ Department
L4
+ Location
= x
Birth Month Al Months v

rt

Employee Name

Division Name

Department Name

Location Name

+ Position
= x

+ Project
= x

+ Shift
L

Position Title

Description

Description

4. At the top right of the report, use the Action drop down to print or save the report in PDF
or click XLS to download it to excel.

[completed Page

1lof 1 Search

K4 pPpl

ProServiceH WAl

—

Birth
Month

Birth
Day

Employes ID

HR that powers your business

Employee Name

Search Next

SAMPLE COMPANY
Employee Birthday Report

&/l Employees Sorted by Employee Hame

Position Department

Actions

REP~158475-53197042844058 actions w XLS

Manager Guide | PRHR 06012021
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ProReporting

1. ProReporting can be accessed by going to My Company, then selecting ProReporting
under Company | View

e -
k._’.? ervice MY COMPANY M

- it e i

Departments
Events

Manage Documents
Projects

Property

Skills

Billing Register
Client Forms

Client Forms - New Hire
Client Reports
Invoices

ProReporting

2. Torun areport, click on the report name. The report will launch. Reports may have the
option to filter by parameters or group by cost centers. Select the options you want on
the report and click the View Report button.

Home = 487 » Employes Job Title Home | My Subscrpbons | Hdp
" SAPY - "y |

Toent Salection SAMPLE COMPANTY - (487) w Groupang 1 | Nons T Viéw Repert

Growping 2 hone A Groupang 3 | Mone T

Enter Employes Staties or leave blank for ol Statuses

3. The report results will display on screen. If the report contains data on multiple pages,
the arrow buttons can advance to the next screen.

i 401 i b Pkl nd | et ol = 5o m
Employee Job Title - SAMFLE COMPANY - (4B7)

C lient Mame Employes Name

SAMFLE COMPANY D0E. JAKE 5

SAMPLE COMPAMNY JEFFERSON. DORALD

4. Reports can be exported into multiple formats, including PDF, Excel and CSV. To save
the report, click on the disk image and select the desired format.

——
- 3 @
i with report data

(<

5 {comma delimited
. .

MHTHL b arehiee
M Excel |
-_ TIFFE file —
R Wend

A SRS E
Manager Guide | PRHR 06012021
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