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Finding Post Payroll Reports

Steps:

o Reports & Bl
o Payroll Archive

Step 1 -

Navigate to Reports & Bl under My Company.
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MY COMPANY Good morning, Christine

| Dashboard
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Documents P g
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REMINDERS

Requests

Calendar

Payroll Added to Jennifer C Smith

Reports & Bl

Step 2 -

Select Payroll Archive.

TASKs @)

[ Driver's License Expiration Date
May 16,2018

Payroll Archive

View, print or download reports that were generated
during payroll processing.

Reports & Bl
— Report Library /
— View, print or download any report in Excel or PDF.
Customize those reports using parameters such as
Sorts & filters
i Quarterly & Year End Archive /\/
-—

View, print or download quarterly and year end tax
forms such as w2's, US-940, US-941 etc.

Business Intelligence

Drag and drop any of your data to create custom
analytics reports with over 15 visualization options.
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Step 3 -

Select Download Attached or View Details to find reports, such as your Payroll Check Register.

DOWNLOAD ATTACHED VIEW DETAILS -~

Payroll
Archive
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Payroll Reports (Reports_PayrollReports).pdf
A Payroll Reports

The Payroll Reports PDF typically includes:

Payroll Summary Report
Payroll Check Register

Total Check Register

Current Department Summary
Monthly Department Summary
Weekly Bank Reconciliation
ACH Transactions Report

YTD Register

Payroll Time Sheet

Electronic Invoice
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If the Payroll Archive is blank, please contact your Dedicated Client Service Team to enable
online reports.

Still have questionse Contact your Dedicated Client Service Team or email us:

North Star Clients - csnorthstar@viventium.com

Health Services Clients — cshealth@viventium.com

Online Clients - csonline@viventium.com
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