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eal-Time access to your information

With a secure login, payroll is managed in a few easy steps
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Your information is not held hostage

Over 60 standard reports provide you with information that you need@additional cost

ndows Internet Explor:
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All Report Groups
Request Area 5 Report Writer} Pickup Area\
Report Writer Reports
Title SubTitle Edit Run
Birthday List Edit » Run b
Double Time Pay Edit  Run b
New Report Edit P Run b
Payroll Group - Reports run during processing
Title SubTitle Run
rJub Costing Report Run i
Payroll Register Run b
All Reports - All Reports
Title SubTitle Run
3rd Party Sick Pay - Run b
401k Report Run b
941 Diagnostic Run b
Absence Log Run b
Absences by Business Unit Run b
Accrual Activity Run b
Accrual Balance Run b
Accrual History Run >
Active Employees Not Paid Run b
Agency Check Listing Run b
American Funds Record Keeper Run b
Ascend Global GL Export Run b
Blank Portrait Run b
Calendar Run b
Certified Payroll Run b
Client Letter Run b
COBRA Credit Summary Run b
Code Group Listing Run b
Code Listing Run b v
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Reporting Flexibility

Reports can be ran for specific periods of time, even prior years
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This will queue a request to run the report. The reques
system load. reports are usually available for downloa

| be processed by the system. and the report will be available for download as soon as the request has been completed. Depending on the
vithin a few minutes of being requested

Enter the appropriate parameters for this report. then click Run Report to submit the report request

Date Range
O Most Recent Pay Period O Quarter 1
O Current Month O Quarter 2
) Current Quarter ) Quarter 3
O Yearto Date Quarter 4
® Override Dates: Begin: | 7/15/2010 v | End: | BEVZIENEGNG
Sorting
Sort Order | Code-State Name v
Type © Summary

Detail

Additional Options

Name Description Value
Detail Group Value to group the details on Employee v
Employee Line 1 First line of employee information Employee SSN Bt

Show Rate Info  Display a line showing the factors that make up the combined rate

Output Format

Output Format | Portable Document Format (PDF)

Filtering

Range 1 b

Delivery

Once the report is ready. it will be available for retrieval for 24 hours. During this time you can download the report for viewing and printing on your computer. You may also automatically
when it is ready. or have the report emailed to you when it is ready

Vi
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Report Integration

Reports can be produced in a variety of popular formats, including Excel, Word or PDF
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O Current Month &

) Current Quarter

D Year to Date

@ Override Dates: Begin: | 7/15/2010 v End: [6/30/2011 >
Sorting
Sort Order | Code-State Name v
Type O Summary
® Detail

Additional Options

Name Description Value

Detail Group Value to group the details on Employee v
Employee Line 1 First line of employee information Employee SSN v

Show Rate Info  Display a line showing the factors that make up the combined rate

Output Format

Output Format | Portable Document Format (PDF) v
Portable Document Format (PD!

Filtering Cll Text

Range 1 Comma Separated Values
—————— Tab Separated Values
Delivery Character Separated Values

Once the report | Rich Text Format
when it is ready | Microsoft Word
~ |Microsoft Excel
View comp|Seagate Crystal Report

for 24 hours. During this time you can download the report for viewing and printing on your computer. You may also automatically view the report
1 it is ready.
[J Email completed report to

If the report is automatically viewed or sent by email, it will still be available for download from the pickup area

NOTE: The Adobe Acrobat viewer is required to view or print the PDF reports. The Acrobat viewer is free and will only need to be downloaded once. If the Acrobat viewer is not installed. or if you are not
sure if it is installed. click here to download the free Acrobat Viewer for your computer.

Run Report Cancel

4 Return to Reports
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Paperless reporting and distribution

Reports can be-enailed automatically upon completion to your recipient of choice
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O Year to Date Quarter 4

@ Override Dates: Begin

v | End: | 6/30/2011 v

Sorting
Sort Order | Code-State Name v

Type O Summary

Detail

Additional Options
Name Descrjption VVaIue
Detail Group Value to group the details on Employee v
Employee Line 1 First line of employee information Employee SSN v

Show Rate Info  Display a line showing the factors that make up the combined rate

Output Format

Output Format | Portable Document Format (PDF) v

Filtering

Range 1 b

Delivery

Once the report is ready. it will be available for retrieval for 24 hours. During this time you can download the report for viewing and printing on your computer. You may also automatically view the report
when it is ready. or have the report emailed to you when it is ready

View completed report
Email completed report to |request@demo.com|

If the report is automatically viewed or sent by email, it will still be available for download from the pickup area

NOTE: The Adobe Acrobat viewer is required to view or print the PDF reports. The Acrobat viewer is free and will only need to be downloaded once. If the Acrobat viewer is not installed. or if you are not
sure if it is installed. click here to download the free Acrobat Viewer for your computer.

Run Report Cancel

4 Return to Reports
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Full access to your data

In addition to the standard reports, an easy to use Report writer allows you to
create reports specific to your own needs
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Request Area} Report Writer\ Pickup Area\

Edit: | Birthday List v| [New Run Delete | [Clear

Report Type | Employee List ~ | Report Title Birthday List Sub Title

Company Fields ~  Fields Sorts\ Company Filter | Employee Filter},

EXEmployse Flelds Field Heading Len Dec LR Fill  Order
Co# ——
EE % Format ee.id EE# 6 0 R v + Remove
Last Name Format ee.lastname LastName 25 0 v + 3 Remove

First Name

Middle Name Format ' ee firsthame First Name 15 0 v + 3 Remove
address [ Format | ee birthDate birthDate 10 + |@

o
<

address2
city Bt
state

zip

county
country
ssn
birthDate
sex
empStatus
empType
payGroup
hireDate
rehireDate

4 Return to Main Menu
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Easy access to employee information

Adding new employees, updating, and viewing employee payroll and human
resource information is just a click away
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Employee List

Employee Filter Active v | Sort:| Name v Search Page Length- 30 v | New Employee
School Job ID Name
100 3 5 Everett. Bruce
100 3 2 Johnson, Andrew 55
AV 3 3 Jones. Bobby L 555-24-2231
100 1 100 Miller. Kevin 111-11-1111
100 1 001051 Ramil. Leticia M 123-45-8974
co 1 4 Ramirez. Juan 555-45-6326
100 1 8 Smith. Fred R 571-11-2233
cO S| 6 Torres, Carlos 231-45-0987

4 Return to Main Menu

s & Internet # 100% ~




Create a paperless employee file

A variety of payroll and human resource tabs are available that eliminate the need to ke
paper files and provides one location for finding important employee information as nee
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Help | Preferences | Logout

Employee: Filter: All v |Sort: | Name v | Employee EEI Johnson, Andrew - 2 v Izl@ New Employee

Johnson, Andrew (2)

Rates \ Auto Pays \ Eringe \ Deductions \ Direct Deposit \ Taxes \ Accruals \ Labor Alloc \ Pay History 401(k) \
! Demographics Dept/Pos Miscellaneous Reviews \ Dependents Education Emergency Contacts Events Previous Employers Skills
Name
Last Name |Johnson First Name |Andrew Middle
Address

Line 1 |1456 Main Street

Line 2

City Fresno State | CA - California | ZIP {93720
County

Other Information

Gender | M-Male ~| Ethnicity v | Birth Date

SSN 555-11-5363 Clock Number Marital status | M - Married ~

Contact Information

Home Phone |558- Work Phone |5538-896-1254 Extension

Email Address |andrew@payalitydemo.com | Mail Stop

Custom Fields

Dr Lic#
Dr Lic Exp
Ins Carrier

Policy #
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Manage employee deductions
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will assist with forwarding the deducted amount to the appropriate agency



