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Create your first Custom Report

Refer to the PDF Guide or video demo, to msihe
see what you can do.

OR

Click below to get started!

Create New Custom Report PDF Guide Video Demo

Getting started

To create a new custom
report, click Create New
Custom Report.

We have included a quick
video tutorial for your
reference.

4
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Create New Custom Report Carefully review the type of
report you need and then
click Start Report.

What type of report are you looking to create?

Employee or Contractor Profile Data @

Report examples: Employee List, Birthday Report, Pay Rate History, Employee Deduction Setup ST (I ;7/
OR / Tip: The type of reports you
can build will vary

Payroll Transaction Data @

Report examples: Hours and Earnings in Payroll, Workers” Comp Report, Payroll Check Register Sl e // . -
e e R e e /) depending on your choice at
OR I J .
2 this stage, e.g. payroll
Deduction Transaction Data @ . c
start report J transactional data is not

Report examples: 401(k) Contributions Report, Health and Dental Benefits, HSA Report

available under “Employee
Paid Time Off Transaction Data @ or ContraCtor PrOfIIe Data
Report examples: Year-to-date PTO balances, PTO available and Taken Hours in Payroll S e Or i Paid Ti me Off
Transaction Data” sections).

OR

Close
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Welcome, Sophie Marshall Help & Support Logout
HOME v EMPLOYEES Vv COMPANY v REPORTS Vv TAXES Vv GENERAL LEDGER v E Notes
Build Your Report Filter Your Report e

» Search for field: 2 Step 1 - Report title:

|
» Employees (69 fields) @

~ Payroll (25 fields) @ Please Note

Payroll Detail Info: The Payroll Check Date has been set to the date of your last payroll.
v : . If you would like to change this, click "Filter Your Report”
«}+ Payroll Net Pay Do not show this message again

«}» Payroll Check Number

Filter Your Report
+}» Period Start Date

Continue >

+}+ Period End Date

«}» Payroll Pay Frequency (i)
+}+ Special Payment Type (i)
+}» Special Payment Check Date 0

Payroll Tax Info:
«}» Payroll Tax Amount (i)

Jts Pavrall Tax Catecnry i)

RUN Powered by ADP ®

\he grid below: Filter Your Report >

*Currently you are only showing a

Automatic Filter

If you selected “Payroll
Transaction data on the
previous screen, we
automatically set your
Payroll Check Date to the
date of your last payroll.
You can change this now
or anytime by selecting
Filter Your Report.

6
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Welcome, Sophie Marshall

HOME Vv EMPLOYEES Vv COMPANY v

Build Your Report Filter Your Report

”‘ *~

Help & Support

REPORTS Vv TAXES v GENERAL LEDGER Vv

» Search for field:
» Employees (69 fields) @

~ Payroll (25 fields) @

Payroll Detail info:

+ Payroll Net Pay

+» Payroll Check Number

+» Period Start Date

+» Period End Date

+ Payroll Pay Frequency

+» Special Payment Type

+» Special Payment Check Date
Payroll Tax Info:

+}+ Payroll Tax Amount

4 Pavrnll Tax Cateanry

RUN Powered by ADP ®

Step 1 - Report title:
Report description (optional):
A
Step 2 - Drag and drop fields from the left panel to the grid below: Filter Your Report
Payroll Check Date ¥
04/10/2015
Preview mode: To view our data. click Run Report. Currently you are only showing a
maximum 0
Cancel Run Report ~
v

Naming your report

Give your report a name.

Provide a description if
necessary.

Then look in the left hand
panel to choose what fields

you want to use.

v
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vouzns oy £BD° When you find the
— . .
| welcome, Sophie Marshall Help & Support Logout ; necessa ry fleld(s)’ Cl ICk On
HOME v EMPLOYEES v COMPANY v REPORTS v TAXES v GENERAL LEDGER v sy t h e fi e Id n a m e a n d W h i Ie
still pressing down on the
+ Search for field: Step 1 - Report title:
Employee Payroll mouse button, drag your
Report description (optional): fi e Id i nto t h e p reVieW

Build Your Report Filter Your Report

» Employees (69 fields) )

Payroll (25 fields
~ Payroll ( ) @ Payroll for all permanent employees

Payroll Detail Info:
a'drop fields from the left panel to the grid below: Filter Your Report > a re a .

L

Payroll Check Date ¥
- Lo PO A — } Payroll Net Pay

++ Payroll Net Pay

04/10/2015

T ‘ _ , , | Tip : To gain more clarity

: : rnr::ilr?ﬂmmgfdse:rlvou:mw all your data. click Run Report. Currently you are only showing a . . .

on the field descriptions,
e just click on the help icon
4 Specal Payment Type alongside the field names.

«}+ Special Payment Check Date

N -
== Period End Date Save Report &

Payroll Tax Info

++ Payroll Tax Amount

+14  Pavrnll Tax Cateanry

RUN Powered by ADP ®
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Welcome, Sophie Marshall

HOME v EMPLOYEES v COMPANY

Build Your Report Filter Your Report

Help & Support Logout

REPORTS v TAXES v GENERAL LEDGER v

+ Search for field:

~ Employees (69 fields) @

Employee Info:

<= Employee Name
Employment Info:

+«{+ Employee Status

++ Contractor (Y/N)

~j= Hire Date

~- Birth Date

+«{+ Termination Date

+«{+ Last Day Worked

«+ Leave of Absence Start Date

<+ Leave of Absence Return Date

+ Payroll (25 fields) @

RUN Powered by ADP ®

Step 1 - Report title:

Erplosen pant

d Report description (optional):

Payroll for all permanent employees

Step 2 - Drag and drop fields from the left panel to the grid below: Filter Your Report >

*
Payroll Check Date ¥ Payroll Net Pay

04/10/2015 5901.31
04/10/2015 540258

04/10/2015 548411

Preview mode: To view all your data, click Run Report. Currently vau#are only showing a

maximum of 5 rows.

Finding extra fields 9

Field names are grouped
in sections.

For example, if you need
employee set up
information you can view
those field options by
clicking Employees.

If you need payroll data
you can view all of those
field options by clicking on
Payroll.
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A | oeneo o 20 You can rearrange the
items within the preview
EMPLOYEES v COMPANY+  REPORTS™  TAXESY  GENERALLEDGER~ area by moving the

columns and dragging
e o them into the order you

Report description (optional):

Employee Info ~ n e e d .

Payroll for all permanent employees

Build Your Report Filter Your Report

~ Employees (69 fields) °

v
Step 2 - Drag and drop fields from the left panel to the grid below: Filter Your Report

Employment Info:

x

%
Payroll Check Date ¥ wm -_———— Employee Name

<+ Employee Status

04/10/2015 Employee Nameggq 37 Pearson, David

Contractor (Y/N
N 04/10/2015 $402.58 Pearson, Angus

Hire Date 04/10/2015 548411 Maddison, Kara T
Birth Date
Termination Date

< >

Last Day Worked Preview mode: To view all your data, click Run Report. Currently you are only showing a
maximum of 5 rows.

Leave of Absence Start Date

rs -~
Leave of Absence Return Date Run Report S

Fmnlavee Pavroll Info

» Payroll (25 fields) @
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If you can’t find the field
name you’re looking for
you can use Search.

HOME v EMPLOYEES v COMPANY Vv REPORTS Vv TAXES v GENERAL LEDGER Vv

Build Your Report Filter Your Report

~ Search for field: Payroll t [I &p 1 - Report title:

Tip : Search does not work

Found within 'Payroll' section:

 S———— P Report description (optional): fo r. S pecifi C e m p I Oyee d ata

Payroll for all permanent employees

&+ Payroll Tax Cat 1
il ° Step 2 - Drag and drop fields from the left panel to the grid below: Filter Your Report > S U C h a S a n e m p I 0yee S

«}+ Payroll Tax Jurisdiction (i ]

Payroll Check Date ¥ Employee Name + ¥ Payroll Net Pay + ! n a m e O r City n a m e Q

04/10/2015 Pearson, David $901.31

04/10/2015 Pearson, Angus $402.58

04/10/2015 Maddison, Kara $484.1

< >

Preview mode: To view all your data. click Run Report. Currently you are only showing a

maximum of 5 rows.
Cancel Run Report ~ Save Report &

» Employees (69 fields) @

» Payroll (25 fields) @
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Using Search to find field names

Simply choose the

12

relevant field and drag it
into the preview area.

EMPLOYEES v COMPANY v REPORTS v TAXES v GENERAL LEDGER v

Build Your Report Filter Your Report

~ Search for field: Payroll t Step 1 - Report title:

Ei
Found within 'Payroll' section

v 1]

. I 6~~~-

i ~= Payroll Tax Category -
Step 2 -.Dlﬁg'u&qmp fields from the left panel to the grid below: Filter Your Report >
-
T

Report description (optional):

Payroll for all permanent employees

+f+ Payroll Tax Jurisdiction [i]

b3 -
 Name Payroll Net Pay -§ Payroll Tax Amount

David $901.31 $315.49
Angus $402 58 584 44

1, Kara T 548411 $112.20

< >

Preview mode: To view all your data. click Run Report. Currently you are only showing a

maximum of 5 rows.
Cancel Run Report « Save Report «

» Employees (69 fields) @

» Payroll (25 fields) @
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| Welcome, Sophie Marshall

HOME v EMPLOYEES v COMPANY v

Help & Support Logout

REPORTS v TAXES v GENERAL LEDGER v

Build Your Report Filter Your Report

~—

+ Search for field:
+ Employees (69 fields) )

~ Payroll (25 fields) @

Payroll Detail Info:

++ Payroll Check Number

++ Period Start Date

«~ Period End Date

++ Payroll Pay Frequency

++ Special Payment Type

++ Special Payment Check Date

Payroll Tax Info

RUN Powered by ADP ®

Step 1 - Report title:
Employee Payroll
Report description (optional):

Payroll for all permanent employees

Step 2 - Drag and drop fields from the left panel to the grid below: Filter Your Report =

® ®
Payroll Check Date W Employee Name Payroll Net Pay

04/10/2015 Pearson, David $901.31
04/10/2015 Pearson, Angus 540258

04/10/2015 Maddison, Kara T $484.11

< >
Preview mode: To view all your data, click Run Report. Currently you are enly showing a

maximum of 5 rows.

Adding filters 13

If needed, you can narrow
your results from filtering
your report by selecting
the filter link or the tab.

For example: to view
Check dates in the last few
months, you would need
to Filter Your Report and
select the relevant
timescales you want to
see.
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Welcome, Sophie Marshall Help & Support Logout

HOME EMPLOYEES v COMPANY v REPORTS v TAXES v GENERAL LEDGER v ::J Notes

Build Your Report Filter Your Report

Which fields do you want to filter on? Step 1 - Report title;

+ Payroll Check Date View / Edit Emplovasd

Employee Name Report description (optional):

Payroll for all permanent employes
Payroll Net Pay v o P

+ Employee Status View / Edit Step 2 - Draagwerdrop fields from the left panel to the grid below: < Build Your Repart

Payroll Tax Amount

Payroll Check Date ¥ Employee Name Payroll Net Pay

Add Filter Conditions 04/10/2015 Pearson, David 590131

04/10/2015 Pearson, Angus $402.58

Maddison, Kara T 5484.11

< >

Preview mode: To view all your data, click Run Report. Currently you are only showing a

maximum of 5 rows.
Cancel Run Report = Save Report ~

RUN Powered by ADP ®

Adding filters

Select the field(s) you want
to filter on, then click
Add Filter Conditions.

14
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Add Filter Conditions Q To see Check dates
between May 1st to July

rao checkpate: | sewe ol 30th select “Between” in
- — the first drop down, then

SR r~ o enter the relevant dates.

Employee Status: T R Rro— Then decide whether you
Add e want the filter(s) to

(O Use this filter value every time this report is run @ Ask for a filter value every time this report is run .
\ automatically apply when

you run the report or if you
would rather select your
filter each time.

Once done click

«”  Apply Change(s)
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Welcome, Sophie Marshall

HOME Vv EMPLOYEES Vv COMPANY v

l Build Your Report Filter Your Report

REPORTS Vv

-

Help & Support Logout

TAXES v GENERAL LEDGER Vv = Notes

o

Which fields do you want to filter on?

Payroll Check Date View / Edit
‘71 Employee Name
[0 Payroll Net Pay
View / Edit

‘ + | Employee Status
|

ri Payroll Tax Amount

Add Filter Conditions

Step 1 - Report title:

Employee Report

Report description (optional):

Step 2 - Drag and drop fields from the left panel to the grid below: < Build Your Report

" Payroll Check Date ¥ Employee Name « Payroll Net Pay

01/02/2015 Pearson, David $837.71

01/02/2015 Pearson, Angus $402.58

Maddison, Kara T
- View Online

Print
Export as Pdf
< ] Export as xIs, >

Preview mode: To view all your data, click Run Report. Curt Export agilsx
maximum of 5 rows.

showing a
Expgasas Csv

Cancel Run Report «

Reviewing the whole report 16

Once you save your filters,
your report will be
automatically updated.

The preview mode will
give you a guide to what
has changed by only
showing the first 5 rows of
data, to see all your report
data, click Run report then
choose View Online.
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Online View

Employee Report

Payroll Check Date
01/02/2015
01/02/2015
01/02/2015
01/02/2015
01/02/2015
01/02/2015
01/02/2015
01/02/2015

01/02/2015

01/02/2015
01/02/2015
01/02/2015
01/02/2015
01/02/2015

01/09/2015

Employee Name
Pearson, David
Pearson, Angus
Maddison, Kara T
Williamson, Helen L
Kaplinski, Robert
O'Connor, Peter R
Speed Couriers
Humbert, Tara R

Fotheringham-winters
O'Connell, Charlotte L'Anya
May-Fay Crace T

Standen-Crant, William
Marshall, Penmy
Creenbaum, MNatasha
Harman, Ella T
Schwartz, Martin

Pearson, Angus

01/08/2015 Maddison, Kara T
<
* Close Export =

RUN Powered by ADP ®

Payroll Net Pay

$837.71
$402.58
$484.11
$1,141.76
$699.77
$1,620.00
$950.00
$720.61

$361.36

41334
$410.16
$539.05
$425.47
$402.58

$484.11

Employee Status
Active
Active
Active
Active
Active

Active

Active

Active

Activ

Active

Active

Active

Active

Active

Active

Active

Payroll Tax Amount

$130.7
$740.5

53812

54445

51723

$289.1

51856

$163.3

$150.3

$170.9
$87.5

$130.7V

>

Reviewing the whole report

If the report is complete,
you can print from here or
export your report into a
PDF, CSV or Excel file.

If you need to make
changes or save your
report, click Close.

17
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Welcome, Sophie Marshall

HOME v EMPLOYEES Vv COMPANY Vv REPORTS Vv TAXES v GENERAL LEDGER Vv

t‘ Build Your Report Filter Your Report

Help & Support Logout

B Notes

o

Which fields do you want to filter on?
Payroll Check Date View / Edit

Step 1 - Report title:
Employee Report

| 1] Employseiiane Report description (optional):

[] Payroll Net Pay

| Employee Status View / Edit

’i Payroll Tax Amount

Payroll Check Date V¥ Employee Name

Add Filter Conditions 01/02/2015 Pearson, David

01/02/2015 Pearson, Angus

Preview mode: To view all your data, click Run Report. Currently you i Save as

maximum of 5 rows.

Cancel Run Report «

Step 2 - Drag and drop fields from the left panel to the grid below: < Build Your Report

Payroll Net Pay v

$837.71

$402.58

$484.11

Save

Save and EXit

Save Report -

Saving your report 18

Now you can save your
report for future use.

Click on Save Report and
select one of the
following:

Save
Save as
Save and Exit.
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M‘ - You can also print or

Welcome, Sophie Marshall Help & support  Logout expo rt your repo rt from

HOME Vv EMPLOYEES Vv COMPANY Vv REPORTS Vv TAXES Vv GENERAL LEDGER Vv @ Notes h e re
l .
Build Your Report Filter Your Report 0
Which fields do you want to filter on? Step 1 - Report title:
Payroll Check Date View / Edit

Employee Report

| ‘ Employee Name

Report description (optional):
[ Payroll Net Pay

" | Empl Stat View / Edit
‘,i R b : Step 2 - Drag and drop fields from the left panel to the grid below: < Build YgJur Report

[7' Payroll Tax Amount

Payroll Check Date ¥ Employee Name Payroll Net Pay
Add Filter Conditions 01/02/2015 Pearson, David $837.71
01/02/2015 Pearson, Angus $402.58
el Maddion: Kara | View Onfiine 3484.]
Print
Expfrt as Pdf
< | gfport as xIs >

Preview mode: To view all your data, click Run Report. Curt géxport as xlsx  showing a

maximum of 5 rows.
xport as Csv

—

Cancel Run Report Save Report ~
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Welcome, Sophie Marshall

All of your saved reports
are stored under the
Custom Reports tab within
< © Reports.

Help & Support

GENERAL LEDGER Vv

REPORTS Vv

TAXES v

COMPANY Vv

EMPLOYEES Vv

HOME v

Payroll Taxes Benefits Misc HR

I Name Description

— You can identify the report
by the title you gave it.

Create New Custom Report PDF Cuide Video Demo
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[ﬁﬁ - There are three options
you can make to a saved
e : report.
euroll | Twes | samems |  mic = i ©
l e View online - if you would
4 e like to view or print the
o report.

Revise Custom Report - if
you would like to make
revisions.

Delete Custom Report - to
delete the report.




