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How to Search and Run Reports

1. Select Reporticon

MY PAYROLLS =2 * Q |

Company: (487) SAMPLE COMPANY

My Support Team
. Payroll . Benefits
Sandra Correa Shawn Ibara

2. Select the desired report from the list of reports

o .
[Proservice . MY COMPANY MY EMPLOYEES MY PAYROLLS =) w
ca Employee Elections Report
Deduction Code Detail Report Employee 1D Report

M Deduction Code Summary Report Employee Master Report

g Emple cans Report Employee Hame Report

o t Register Report Employee Mew Hire Report

T ertimie Report Emiployes PFTO Detail Repart
Fasd To Date Pay Register Report Employee Property Report
Pay Cade ail Repart Emploves Ranked Service Report
Fay Code Summary Report Employee Retirement Loans Report
FPayroll Check Journal Report Employves Supervisor Report

Payroll Register Report (Legacy Employee Terrminations Report

Fetirement Contribulions Register R FTO Hours Taken Report

'WH347 Report PYTD rement Contribution Summiary
Ranked Salary Report

Emgrgensy Contact Report Salary As OF Report

Employee dddress Report

Employes Age Report

Emiployee Anniversary Report
Employee Birthday Report

Employee Census Report

Employes Change Report

Employee Contact Information Report
Employee Department Report

Employee Dependents Report

w

Enter desired report parameters

4. Select the Blue Payroll Number hyperlink to run the report for a specific batch or enter Before
and After Pay Dates for a specified date range

5. Select other sorting options if desired
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6. Select Run button to run the report

tail Benort

Senort

| Payroll / Report / Payroll Register Report (Legacy)

Payroll Register Report

Company: (487) SAMPLE COMPANY =

About

Selection Parameters

| Payroll Number

|

Department

Division

Location

Display Columns
(select up to 2)

Division O
Department O
Location [ ]

Department Name

Division Name

Location Name

Position (
Project [

Pay Date On Or After
Pay Date On Or Before
+ Project Description
> x
+ shift Description
= x
+ Employee ID Employee Name
= x

Sort Parameters

Primary Sort
Secondary Sort Field

Other Options

Tetals Only

0 Hours

|- select - ~|
|- select— ~|

0 Earnings

7. To download the report to Excel, select the XLS hyperlink at the top of the report window.

Search

SAMPLE COMPANY
Employee Census Report
All Employees Sorted by Employee Name

Birth Date Age Marital State Gender Last Hire Date Orig Hire Date
Status

04/15/1980 41 S HI Female 07/14/2008 07/14/2008

04/16/1990 31 M HI Female 07/14/2008 07/14/2008

8. To Print a hard copy of the report, select Print from the dropdown menu at the top of the
report window. Selecting Convert to PDF will download the report in PDF format.

E&

bl b F BARLONY

Search Mewt  Actiols

Search Next

REP~19471-91263149955011 actions

Actions

Convert to PDF
_Pnnt_l'FDF Fagel(s)

REP-18471-91253149959011 actions

ort

oryde Name

Marital State Gender Last Hire Date Orig Hire Date
Status
5 HI  Female O7/14/2008
M HI Female OF/14/2008

0Ff14/2008
07/ 14/ 2008

Term Date

OM14/2008
07/ 14/ 2008
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annual Pay

20,800.00
20,800,00

REP~19471-9126314995%011 actions w

Term Date

07/14/2008
07/14/2008

LS

Annual Pay

20,800.00
20,800.00



