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How to View Payroll Reports

Step 1. Once inside your Worklio portal click on the PAYROLL or PAYROLL OVERVIEW
button. Both will take you to the same place.

A Dashboard

Payroll Overview

Employees In Benefit Plans

Step 2. Click on HISTORY. (Note: the payroll overview page will likely be blank. This is
normal.)

Payroll Dverview Histary
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Payroll Overview
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Step 3. Select the YEAR and MONTH that you w
Step 4. Click on REPORTS.
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ant to view the payroll reports for.

0o

Payroll History

® Payroll Overview History

®
PAYROLL
2029 ~ June ~

Q.
Actions
Detail | Reports

o

Rule/Type

Q
= Biweekly A

Step 5. From this page you can DOWNLOAD ALL the reports at once, this will be saved

in a ZIP file.

Step 6. You can also download each report individually by clickihng DOWNLOAD next to

the one you want.

Download |1 Payroll Register
Download |2 Payroll Recap

Download 3 Job Costing-Standard
Download 4 Ded/Ben Register

Download 5 Hours and Eamings Recap
Download 6 Hours and Earings by Code
Download 8 PTO Balances

Download 210302990012

20 50 100

e BiweeklyA

Reports
Client DC Comics - DEMO
Payroll ID 210302990012
Pay Period 5/22/2021 - 6/5/2021
Run Date 6/11/2021
Pay Date 6/11/2021
Contact Persan Peralta, Francisco
I Download Al i PrincAll - Q
ActionsgmaDescription Report Type

Payroll Check Register
Payroll Recap - Client

Job Costing Report - Client
Deduction/Benefit Register
Hours And Eamings Recap
Hours And Eamings Recap
Time Off Accrual Balances

Invoice

Pagelof1 (@ items) |1
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Step 7. Click on OK to save the file.

Opening PayrollCheckRegister-06-11-2021-08-33-AM-PDT.pdf
You have chosen to open:
PayroliCheckRegister-06-11-2021-08-33-AM-PDT.pdf

which is: Portable Decument Fermat (PDF) (37.2 KB)
from: https://spc-demo.worklio.com

What should Firefox do with this file?
() Open with Firefox

(") Open with | Adobe Acrobat DC (default) -

@ Save File

[ DKDF] Cancel |
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