Reports

PAY DATA

Working for you

How to Run a Report

1. Click on the

button on the left hand side of the screen.

2. Click on

3. Click on B 0ren company

if you are unable to see your listing of reports

?lEI Report Marme '|
|-

P1| 401k Report (B1934)
|4 Check Line State Report (B168)
| &ddress Labels - Alpha [BF17)
| Agency Check Listing [C1)
| Benefits Reconciliation - Actual [52072)
| Cetified Payrall Report [SE18)
| Check Reconciliation [5214)
| Child Suppart/Garrishment Feport [S151)
| Cover Letter [5193)
| Cover Letter For GECs (5133)
1| Custom 407K, File [C2)
| Deduction Code Report (S151)
| Deductions Mat Taken Feport (5228
| Delivery Instructions (5187)
| Delivery Instructions For QECs [S187)
| Defivery Label (5154)
| Delivery Label For QECs [S184)
| Delivery Label Single [51028]
| Direct Deposit (5211)
[CI|EE Shartfall Repart [SE28)
CJ|Ermployee Address Listing [51134)
| Ernplapes Assessment List [B2095)
CJ|Ermployee Change Listing [N ew) (51075
[CJ|Employee Mailing Labels (5603
| Ernplayee Profiles (5263)
[CJ|Employee Rate & Department Comparison [B1537)
[I|Eva Exchange T0A& lmpart [C25)
| General Ledger Report [S183)
| GL Expart [5348]
CI|HF: Alert (5759)
[CJ|HR workers Compensation Code Report (S454)
| Input /arksheet (5 351)
| Input work sheet Faw Cover [S360)
[ Lahor Distribution [Mew) [51077)
| Labor Distribution [T emplate/ASCI) [S853)
| Labor Distribution Report (5121)
CI|MTD Check Reconciliation [5214)

4. Select the report that you would like to run by clicking in the white check

box next to the report name.

5. Click on th€| ~ Repart F'arametersl tab.
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0. Select your check date(s). You can select as many check dates as needed.
To select check dates for a range you can utilize the 1% Quarter — 4"
Quarter, or Year radials and all payrolls within those time periods will be
marked. Please be aware that if you have any payrolls in a waiting status and
not yet processed, you may want to check the “Show Processed Only”
radial to exclude any amounts from those payrolls.

7. Payralls ]Misc | Employes Fiter | DBDT Filter |

Check Date Period Select Payrolls far

Tear [v 1stQuarter v 3rd Duarter [ Tst Quarter [ 3rd Quarter

2006 e [v 2nd Quarter v dth Quarter [ 2nd Quarter [ 4th Quarter

[ Year
From | 1/ 1/2008  =| To [12/31/2008  ~|
[~ Show Processed Only r

3‘5 Check Date ‘|F|unﬁ ‘|F'rocessed |Status|T_l,lpe|

P | 7/26/2006 2 8/3/2006 B:57.54 &M P W
8. Select any additional sorting or filtering parameters from the Misc tab.

Reports will have different options on the Misc tab based on the report
tunctionality. A few common options are :

o Mask Sensitive Information : Remove SSN from the report

o Show only Summary for Multiple Check Dates: 1f you select multiple
check dates it will summarize all of the check dates together.

o Page Break after each Group: Will start the next group level on a new

page.

Payrolls  Misc l Employee Filter] DEDT Filter]
Grouping and Sorting

[ Page Break after each Group
Bz L= |Eu:umpany ﬂ [v Show Terminated Employees
Group Type |Detail j [ Mask Senszitive Information
[ Show only Summary for Multiple check dates
| J [ Show Home DBEDT for each Employee
Detail Sort |Emplu:u_l,lee Last Mame ﬂ W lnclude Memos in Totals
[v Include Taxable Memos in Totals
Do accardng ta Company Setun j [v Include Pieces from Fiecework in Totals
[+ Break Emplopee between Pages

9. Select Employee from the Employee Filter Tab. Select as many employees
as needed. If you do not select any employees the report will run for all
employees

Last Updated 1/15/2013



Payrolls | Misc ~ Employee Filter | DBDT Filter
?

el

b

EE Code = |55M Firgt Mame Last Mame

| o | B

10.1f you would like to run this report for a specific Division, Branch,
Department or Team click on the DBDT Filter tab. Select your DBDT

Level from the drop down menu and then make your selection.
F'a_l,lru:ulls] Mize ] Employee Filter  DBOT Filter l

DBOT Level |I:|:|rnpan_|,| ﬂ

7@ |
|

** Any changes made when running a report will not change report
default setup **

11.Select the Preview or Print option on the upper
right hand side of the screen. If you select Print |F'rint j
the report will print to your default printer. If FEre
you select Preview the reports will not physically | Preview
print but will be saved on your task queue.

LL'

12.Running the report through the queue should also be checked. This means
that the report will be run on PayData’s resources so that you may continue
working while the report is running.

13.Click Run Report.

Evolution

14.Your task has been added to the queue.
. Y'our tazk has been added to the quele
Click ok.
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15.Your report will be finished when your Task Queue becomes bold and the
number of items identified as New Finished changes.

Yiews | Task Queue: 2 New Finished; 6 Total; 6 Finished

16. The system has the capability of
emailing you once a report has
finished. After you have added your
report to your task queue, click on

Descrption:  Run Report
Caption: Payroll Register
Status: Ewecuting 1 of 1
Message:

the __ig® | 1 utton. In the upper | Send Updates to BAllen@PayD ata Com

right hand corner of the screen click
the check box to send updates to your email address.

** If you do not see your email address on the screen, please contact your
client service representative to set up this feature **

How to View / Save a Report

1. Click on the — """ __| Lutton at the bottom left hand corner of your screen.
2. Your screen will default to a split screen view and will show the last report that you ran.  Your

report will be on the bottom of the screen and the list of all reports in your queue will be at the
top of the screen.
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g

2 user [Firshed]Prcrtid_ = [Updated Status Descrption Caption |5
= 1000 38606 8/21/2006 4:02:54 PM Finished successfully |Run Report Payroll Register §
Y
§
=
(o]
g
bl £
=
D tior:  Run Report g z =
Caplors  Paytol Regitr FaFa & %W z
Status: Finished successfully Changed:  8/21/2006 4:02:54 P 0
Message g
Hel Ba b off | [ [@ [ B Pags| 10f1
-
#0010 Becky's Test Company Payroll Register (S109)
Check Date U7/26/2006-1
Period Range 0711672006 TO 07/22/2006
TWeek Mumber : Week #30
Employee Name Sacial Security Number Salany Frequerncy Check Number Check Date Check Type  Net Check
Earnings Rate Current YTOD Deductions Current YTOD Amount [Taxes Description Current Amount YTD Amount
Description of Pay Hours Amount Hours Amount Cescription Amount
Chile], Julia - 56 - 983-93-0010 lan lan 200 Weekly -83393893 Memo 07/ 262006 Reguiar (eXele)
01 Salary 1272 o.oo 1,500.00 0.o0 1,500.00 11 Checking 988.19 989.18| Federal (570 3N.03 496.32
10 Incentive Ove  0.00 o.oo 0.0o 0.o0 450.00 0QASDI 93.00 148.80
11 Incentive Use  0.00 o.00 0.00 0.o0 450.00 Medicare .75 34.81
State VT (3100 85.03 111.93
Check Totals: 0.00 1,500.00 0.oo 2,400.00 989.19 939.19| 51081 791.86
anson, Becky -1 - 000-00-1171 VT VT 1000.00 Weekly 1 07/26/2006 Reguiar 553,55
01 Salary 0.oo ooo 1,000.00 o.0o 1,000.00 (05 EE 401k 25.00 25.00| Federal (5/1) 10117 10117
02 Regular 0.oo ooo -200.00 o.0o -200.00 (06 ER 401K M3 2440 24,50/ OASDI 49,60 48.60
Medicare .60 .60
State VT (S 1) 7.08 7.08
Check Totals: 0.00 800.00 0.00 800.00 43.50 43,50 189.45 188.45
ICompany 2 Checks 2EMPLOYEES AA5 55
01 Salary 000 ooo 2,500.00 o.00 2,500.00 (05 EE 401k 25.00 25.00) Federal 412.20 597 49
02 Regular 000 ooo -200.00 o.00 -200.00 (06 ER 401K M3 2440 24 .50/ OASDI 142 60 198.40
10 Incentive Owe  0.00 o.00 0.00 0.o0 450.00 |11 Checking 988.19 989.19| Medicare 33.35 46.41
11 Incentive Use  0.00 0.00 0.00 0.00 450.00 State VT Mz.1 138.m lad
< >
Fesults | Log
m e | *" [ PiconversioniShare.. | B 78-How to run arepo... | [BR Evolution &1 Online Timekzeping - ... ‘ 0] 2 DT 404Pm
3. If you would like to review this report and it has multiple pages, you can click the
@@ B B Fael o N
arrows to go forward and back. The double arrow pointing
to the right will take you to the last page and the double arrow pointing to the left will take you
back to the first page.
al|g
4. If you would like to view the report in a full screen, on the right hand side of your =
screen you will see tabs for list view, split view, detail view and full screen. Click g
on full screen to see your report larger on your screen. -
=
=
T
5. If you would like to save this file as a .pdf file, click on the key. The save file =
as window will appear on your screen. Select where you would like to save the file o
and make sure that the type is PDF File (.pdf). Click Save. &
vilE
6. If you would like to print this report to a printer other than your default printer, =
A . | | =
click on key. This will allow you to select the printer where you would like =
this report to print. 2
i
L]
=
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If you would like to print this report to your default printer. Click on the E key.

If you have printed a lengthy report and would like to find one particular employee, click on the

key. In the find what field enter what you are looking for. You can find all instances of
this item by clicking on find next

You can also add a password to the report so that emailing the report is more secure. To enter a
password click on the &= . Click on one password or two. Enter your password and click ok.

Then chgk on the —— and save this report to a Report Security
system directory ot your desktop as a .pdf.

From the saved location you can email it to the e 1yl

. - . " Unzecured " Two paszswords
intended recipient. They will not be able to

open the saved .pdf file without entering the Specify Password

password. Full Acces Password |

Previewm Only Password |

[~ Compression
Cancel 0]
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