DATE RANGE REPORT

Date Range reports can be created to run for specific payroll periods, and employees. These reports are often required for

compensation insurance audits.

1. To create your own date range reports log onto your online portal and from the first screen select REPORTS from the left

side bar.
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2. Clicking on this option will bring up the Report Selection Screen. Highlight the DEFINED REPORT, then the PAYROLL
REGISTER. After the selections have been highlighted chick on the CONFIGURE REPORT bar.
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3. The most current payrolls will appear on the grid, to adjust for a specific date range input the starting and ending date for the
period required. This can be typed into the boxes or entered using the drop down option by clicking on the calendar symbol
and then using the directional arrows as appropriate. Click on the APPLY BOX to set the range requested. In the example,
the second quarter (4/1/24 through 6/30/24) is the requested date range.
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4. The next screen will show a new grid that includes all activity in the specified date range. Click on the square box in the blue
column head (to the left of the Check Date) to select all of the dates in the period. Remember: depending upon payroll
frequency, there may be more than one page of information. Be sure to scroll to the next page if required. Review the list of
payroll dates and the type of payroll to determine if any line items need to be “unselected” by clicking on the square selection
box to the left of the check date line.
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5. If needed to adjust your report for specific employee(s) , click on the EE FILTER and select the appropriate employees.
Remember, there may be multiple pages
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6. Clicking on the MISC OPTIONS tab to configure the report format. Once the Screen appears clicking on the SHOW ONLY
SUMMARY FOR MULTIPLR CHECK DATES (this will give a total for the employee per the range period). If a report
for each individual pay period is required do not select this option. Click on the run report tab when ready to create the report.
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7. The next screen will appear with the report parameters, click the RUN THIS REPORT at the bottom of the screen to process
the report
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8. Printing the report will require a download of the report



Retrieving Specialized Reports

1. Audits will often require specific reports in additional to a date range Payroll Report. To obtain these reports, choose the
“Published Reports” option from the report page.
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2. The next page to appear will contain recently created reports. To create the specific report needed use the search bar to sort
accordingly. Entering “Tax” will call up all tax relevant reports. To further cull the list, enter the specific tax or parameter.
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3. Asinthe Payroll Register, choose the dates/reports required by clicking on the box next to the date. (Remember, the look for
extra pages that might be available). Once complete, go to the bottom of the page and click on the “Preview Report” box. The
requested report will appear. Save the report and print as required
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