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Report Setup

Modified on: Thu, 23 Dec, 2021 at 1:47 PM

Synopsis:

Report Setups allows you to set up Payroll Report Layouts, Report Layout Groups Check Layouts and Field Selection Reports.
This manual will walk you through Payroll Report Layouts, Report Layout Groups and Payroll Check Layouts.
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PAYROLL REPORT LAYOUTS

Payroll Report Layouts allow users to create payroll reports in their desired layout and save those reports for future use. For a manual on how to set up a payroll
report, please review ‘Payroll Report’ in the ‘Reports’ section of this manual.

Report Setup: Payroll Now

From the ‘Payroll Report Layouts’ you can edit or create a new Payroll Report Layout.

To create a new report; open ‘Payroll Report Layouts’, then click ‘New’ and the ‘Payroll Report Layout’ setup will open

& PAYROLL REPORT LAYOUTS | WORK DATE: 10,/10/2019

2 Search |+ Naw Manage [ :} Open in Excel

Code !

Description
EFTP5 IR5 EFTPS Deposits

FEderal withholding

Payroll Report Layou{

V4

o

General

Code * || Show Hours Worked i\.:’l

aseription Use Posting Date ®
Source Open Documents v Split by Dimensions rr
C5V Format \.: Dimension Filters

| Employse vl Group by Entry Type ® )

St ¥ Replace State with De... (@)
Print Details ®

Groups

REPORT LAYOUT GROUPS

Report Layout Groups is where you can create the ‘Codes’ that can be brought into the Payroll Report Layouts.
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Open Report Layout Groups and enter a code in the ‘Code’ field. Enter a description and add a caption of necessary. Then click ‘Payroll Codes’ page action to add

payroll codes to the Report Layout Group code

< PAYROLL REPORT LAYOUT GROUPS | WORK DATE: 10/10,/2019 " SAVED il =

O Search -+ New B Edit List [f] Delete | R Payroll Codes | B Open in Excel Y =

Reverse
Cade Description T Type Caption Sigh
TEST
I — FEDERALIN.. : Fed TaxWH Fed Tax WH I
FICA - MEDI... Medicare Medicare
NEW CODE new codes setup Earnings new codes setup =) L4 L4
FICA - SCCL.., Social Security Social Security

From the ‘Edit-Payroll Report Layout Group Codes’ you can select the ‘Payroll Type’ and then the ‘Payroll Code’. You can add as many payroll codes as needed to
the Report Layout Groups code. Once finished click ‘Close’ to save settings.

2 Search -+ New B® Edit List |8 Delete E: Suggest Fayroll Codes EE Open in Excel ‘
EDIT - PAYROLL REPORT LAYQOUT GROUP CODES = = /

|

Bayrall Type * Payraoll Code T Description Reverse Sign !

— | Withholding T : FEDERAL INCOME TAX Federal W/H I Ld |

From the ‘Payroll Report Layout Groups’ screen you can set an other exemptions for the code ie. Exempt from Fed WH, Exempt from Social Security etc. Click the
back button when you are finished.
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& PAYROLL REPORT LAYOUT GROUPS | WORK DATE: 10/10,/2019 ~" SAVED 0 =

",

O Search —+ New  BEEditlist [6] Delete  B® Payroll Codes  EH Open in Excel 7

By
Exe. Exe.. fror
from from

Me., FUTA

Ex
a5

Reverze Exempt from State from
F

Code v Sign ederal WH Inco.. 501
TEST

— FEDERAL IN..,
FICA - MEDI...
NEW CODE L ¥ o L

FICA - SQCL...

PAYROLL CHECK LAYOUTS

A common reason for using ‘Payroll Check Layouts’ is that you can set ‘Do Not Print Layout’ to skip printing a check layout. This saves users who are using the
Employee Web Portal processing / printing time since it will skip this process and immediately post the check layout to the employee web portal.
The Payroll Check Layouts also allow you to group earnings and then split earnings by positions.

%= ~HECK LAYOUT | WORK DATE: 10/10/2019

LAYOUT 1

X Clear All Groups

/ SAVED B

(Z) + m

General

Code | LAYOUT 1 Dia Not Print Layout [ o]
Description

Groups

Group 1 T-BOMUS[1-HOLIDAY|1-OT... --- Group 3

Group 3 Caption

Group 3 Splitting Co..

Group 1 Caption | Earnings

Group 1-5plitting Co... UNION CODE
—

Group 1 Print Total ® )

Group 3 Print Total ®
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