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INTRODUCTION TO HR PORTAL REPORTS

Reports can be accessed by selecting the Report icon from the Menu Bar. A list of available reports will be
displayed.

Alternatively, if the name of the report is known, you can use the search bar to access the report. Enter R with a
colon and the name of the report in the search bar (R: Employee Loans Report). As you type, the list will
automatically filter the results. The desired report can be selected from the Report Suggestions List.
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To learn more about the selected report and the information that will be displayed on the report, select the
About hyperlink.
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Some reports require Selection Parameters be entered before the report can be run. Select the blue Payroll
Number hyperlink to select a specific batch or enter the desired date range. Other organization level sorting
options are available to be selected. Once all parameters have been selected, click Run to generate the report.

Some reports do not require Selection Parameters and can be run by selecting the Run button at the bottom of
the pop-up window.
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Once the report is run, it will generate in a pop-out window

You can select the hyperlinked Employee ID to be taken directly to the Employee Details screen.
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Use the navigation arrows at the top of the report window to move from one page to the next. You can also
search within the report by using the Search bar.

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

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.
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STANDARD PAYROLL REPORT LIST & HOW TO ACCESS THEM
Report Name Description

Invoice Shows you the total amount for payroll.

Client Allocation
Report

Breaks down the total burden for each employee

Benefits Billing Report
Shows you which employee is enrolled with medical, or on an HC-5 Waiver. You
will see the employer paid portion, employee contributions, and the total cost or
premiums.

Payroll Register
Report

Lists the details of each employee. It includes the employee’s address,
withholdings, hours worked, pay rate, net total, deductions, etc. Essentially, it’s a
broken down paystub for each employee all on one report.

Deduction Register
Shows each deduction withheld on the employee’s check including employer
contributions

Payroll Check Journal
Report

Detailed report of client allocation. Shows employee and employer labor burden
cost in detail.

1. Click on My Payrolls and then select Payroll History:

2. Click on the payroll number you wish to view and it will display a list of payrolls that have been run
previously.
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3. Once you click on the payroll number, a summary of the chosen payroll number will be displayed. Click
on the report icon (image of a paper) to pull up the standard reports posted with the selected payroll:

4. To download all reports for the selected Payroll Number, select the download icon (blue file with a down
arrow) on the line listing Consolidated PDF Reports:

5. To download an individual report from the selected Payroll Number report list, select the download icon
on the line for that particular report:
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STANDARD REPORTS
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PAYROLL REGISTER

*This report shows gross to net for employees.
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PAYROLL INVOICE
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CLIENT ALLOCATION REPORT

Report Parameters: Can be sorted and subtotaled by any of the Organizations.

BENEFITS BILLING DETAIL REPORT
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DEDUCTION REGISTER
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RETIREMENT CONTRIBUTIONS REGISTER REPORT

PAY PERIOD PTO REPORT
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EMPLOYEE CENSUS REPORT
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PAY CODE DETAIL REPORT
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UNPAID EMPLOYEES REPORT

EMPLOYEE CHANGE REPORT
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PAYROLL RETIREMENT CONTRIBUTIONS

FLSA CLASSIFICATION ANALYSIS REPORT
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OVERTIME REPORT

EMPLOYEE ROSTER REPORT
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STATISTICS BY POSITION REPORT

EMPLOYEE TURNOVER
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ADDITIONAL REPORTS

Previous HRP Standard Prism Equivalent

401(K) EMPLOYER MATCHING PERSENT PYTD REPORTS | HR | REPORT | RETIREMENT MATCHING PERCENT
REPORT

401K EMPLOYEE AND EMPLOYER MATCH REGISTER REPORT HR | REPORT | RETIREMENT MATCHING PERCENTAGE REPORT

ABSENCE REGISTER SUMMARY REPORT HR | REPORT | EMPLOYEE PTO DETAIL REPORT (REPORT TYPE
SUMMARY)

ARREARS REPORT PAYROLL | REPORT | PAYROLL DEDUCTION IN ARREARS
REPORT

BATCH DEDUCTION PAYROLL | REPORT | DEDUCTION CODE SUMMARY OR
DEDUCTION CODE DETAIL

BATCH DEDUCTION REBATED REGISTER REPORT REPORTS | PAYROLL | REPORT | DEDUCTION REGISTER
REPORT

BATCH PAY CODE REPORT PAYROLL | REPORT | PAY CODE SUMMARY REPORT (TOTALS
CAN BE FOUND ON PAYROLL SUMMARY CLICK PAY CODE)

BATCH PAY REGISTER PAY CODE DETAIL REPORT

BATCH RETIREMENT CONTRIBUTIONS REPORT REPORTS |PAYROLL | REPORT |PAYROLL RETIREMENT
CONTRIBUTIONS REPORT

BATCH TIME ENTRY BY DEPARTMENT PAYROLL | REPORT | TIME SHEET REPORT (PRIMARY SORT BY
DEPARTMENT)

BENEFIT BILLING REPORT HR | REPORT | BENEFITS BILLING DETAIL (CAN BE SET TO
AUTO GENERATE FOR CLIENTS)

CERTIFIED HOURS REPORT PAYROLL |REPORT | CERTIFIED PAYROLL REPORT OR PAYROLL
|REPORT |WH347

CERTIFIED PAYROLL REPORT PAYROLL | REPORT | WH347 REPORT

CLIENT ALLOCATION REPORT (MVQUERY) PAYROLL | REPORT | CLIENT ALLOCATION REPORT

COST ALLOCATION REPORTS |PAYROLL | REPORT |CLIENT ALLOCATION REPORT

DED REPORT REPORTS |PAYROLL | REPORT |DEDUCTION REGISTER REPORT
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DEDUCTION BY EMPLOYEE PAYROLL | REPORT | DEDUCTION REGISTER REPORT

DEDUCTION SUMMARY REPORT - SIMPLE IRA REPORTS |PAYROLL | REPORT |DEDUCTION CODE SUMMARY
REPORT

DEPARTMENTAL COST ALLOCATION REPORT - SUMMARY BY
DEPT

REPORTS |PAYROLL | REPORT |CLIENT ALLOCATION REPORT

EMPLOYEE 401K LOAN REPORT REPORTS |HR | REPORT |EMPLOYEE RETIREMENT LOANS
DETAIL REPORT

EMPLOYEE CENSUS REPORT EMPLOYEE CENSUS REPORT

EMPLOYEE DEDUCTION REGISTER REPORT REPORTS |PAYROLL | REPORT |DEDUCTION REGISTER REPORT

EMPLOYEE NUMBER REPORT HR | REPORT | EMPLOYEE NAME REPORT

EMPLOYEE PAYROLL REGISTER BY BATCH SORT BY
DEPARTMENT

PAYROLL | REPORT | PAYROLL REGISTER REPORT (PRIMARY
SORT BY DEPARTMENT)

EMPLOYEE PTO YTD ABSENCE SUMMARY REPORT WITH
ACCRUAL LEVEL

EMPLOYEE PTO DETAIL REPORT

EMPLOYEE PTO YTD ABSENCE SUMMARY REPORT WITH
ACCRUAL LEVEL

HR | REPORT | EMPLOYEE PTO DETAIL REPORT (REPORT TYPE
ABSENCE SUMMARY REPORT WITH ACCRUAL LEVEL)

EMPLOYEE ROSTER REPORT (HR PORTAL – REPORT - EE
INFORMATION – EE MISC REPORTS- EMPLOYEE ROSTER
REPORT (MYQUERY)

HR | REPORT | EMPLOYEE MASTER REPORT

GROSS TO NET PAYROLL | REPORT | GROSS-TO-NET REPORT

MONTHLY COST ALLOCATION BY DEPT PAYROLL | REPORT | CLIENT ALLOCATION REPORT - RUN BY
DATE RANGE W/PARAMETERS

PAY CODE REPORT REPORTS |PAYROLL | REPORT |PAY CODE DETAIL REPORT

PAY CODE SUMMARY WITHIN PAY DATES REPORTS REPORTS |PAYROLL | REPORT |PAY CODE SUMMARY REPORT

PAY REGISTER REPORTS |PAYROLL | REPORT |PAYROLL REGISTER

PAYROLL ALLOCATION BY LOC/DIV/DEPT PAYROLL CHECK JOURNAL
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PTO REGISTER HR | REPORT | EMPLOYEE PTO DETAIL RAN WITH REPORT
TYPE PTO ABSENCE SUMMARY REPORT WITH ACCRUAL
LEVEL

PTO REGISTER SUMMARY EMPLOYEE PTO DETAIL REPORT

PTO SUMMARY REPORTS |PAYROLL | REPORT |PAY PERIOD PTO REPORT

PTO YTD ABSENCE SUMMARY REPORT REPORTS |PAYROLL | REPORT |PAY PERIOD PTO REPORT

PTO YTD ABSENCE SUMMARY REPORT WITH BALANCES REPORTS |PAYROLL | REPORT |PAY PERIOD PTO REPORT

PTO YTD ABSENCE SUMMARY WITH ACCRUAL REPORTS |PAYROLL | REPORT |PAY PERIOD PTO REPORT

SALARY ANALYSIS REPORT PAYROLL | REPORT | EMPLOYEE PAY RATE REPORT

W/C REPORT PAYROLL | REPORT | WORKERS COMPENSATION REPORT

YEAR TO DATE CLIENT ALLOCATION PAYROLL | REPORT | CLIENT ALLOCATION REPORT - RUN BY
DATE RANGE W/PARAMETERS
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