PAYCOR REPORTS

To print detail reports for payroll posting from Paycor after logging into paycor.com, go
to REPORTING - CREATE REPORTS & RUN ANALYTICS
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Scroll down the list to find General Ledger. Click on General Ledger.

N The report provides a list of all employees ant
7 Time Employee Time Profile . P e
assignments.

. Displays all status history changes for the giw
0 HR Employment Periods piay v g g

individual employment periods across employ

g':;f General Ledger Shows General Ledger credits and debits for-

" HR Headcount by Department Shows active employee counts grouped by de

Next - Click the filters tab. Check Selections in the payroll filter list and the Paygroup
will automatically check and link the selection
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Home Company Employees Reporting Me Resources GetHelp  Give Feedback

Dashboard QESENGEIGRENNEICEME Custom Templates | My Reports B New Template Q Search Reports

W General Ledger
Shows General Ledger credits and debits for the specified time period

B You can use this Standard Template as a starting point for a Custom Template. Create a copy?

Click on Filters Tab 4 Standard Template List [ Run Report

8 Formatting Output

Client: 100474 - Roman Catholic Diocese of Lexington Prompt to change filters

+ Client Filters

Payroll (Client ID - Payroll Name) Paygroup (Client ID - Paygroup Name)
100474 - 1 Central Pay RI1§34 74 - ANNUNCIATION Check selections in the payroll filter
100474 - 10 STS PETER & PAUL list and the Paygroup will
SCHOOL 100474 - BEITING APPL MISSION automatically check and link the
selection
100474 - 1075T FRANCIS OF 100474 - CALVERY CEMETERY

AS5ISI CHURCH
100474 - CAMPTON CATHOLIC

100474 - 108CTK SCHOOL- ~ CTR ~
Select All Select All
« Date Filters




Scroll down and select date

+ Date Filters

Scroll down and select check

Check Date Last Check Date W

date

Scroll to bottom of screen and select Run Reports.

Scrofl 1o bortom and select one of

b Fun pon the options.

Report will be saved in My Reports

From My Reports Tab, click to view and print. Note other actions available.

[RIVIIT] Ty LIV GG NG LY s INGIUUILGD

Dashboard | Standard Templates | Custom Templates JEE Y B New Template Q Search Reports

My Reports

© We have updated your My Reports page. Report output files will be available in My Reports for 14 days from run date.

Search From Date To Date
Enter Report Name =] = Apply Clear
Report Name Created (EST) « Type Size (KB) Author Status Expires Actions ]

» General Ledger 08M7/2018 10:17 AM Excel 2007 {with totals) 3.80 Paycor Saved  08/31/2018 a Dm O

Number of items per page: 20
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Click here to view
report and print

Click here to download
to excel or desktop,
refresh, or trash report

@ 2018 Paycor, Inc. Paycor.com System Requirements ~ Contact  Privacy Policy  Terms & Conditions



After clicking Report title, click Open Report

My Reports

© We have updated your My Reports page. Report output files will be available in My Reporis for 14 days from run date

Search From Date To Date
Enter Report Name = & Apply Clear
Report Name Created (EST) « Type Size (KB) Author Status Expires Actions ]
* General Ledger 081772018 10:17 AM Excel 2007 (with totals) 3.80 Paycor Saved 08/31/2018 adm 7
Report Details ‘ x
Default Report Name
After General Ledger » Client Filters
clicking ‘Custom Report Name
General » Date Filters

Ledger-
click
Open

Report

» Advanced Filters

[1 Open Report

Number of items per page: 20

This report will give you the totals and account coding for your journal entry.



If you are using classes in QuickBooks - Go to Reporting - Create Reports & Analytics
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You have no puk
Please click on Manage Article

Go to Custom Templates Tab - Select the (XFER:gsmith) Labor Report

Home Reporting Me GetHelp  Give

Dashboard | Standard Templates JEWTGGILRELIEIGEE My Reports B New Template Q Search Reports

Custom Templates

1EMPIE Naime Last Run¥ Last Edited Date Created Type
"’ [XFER:gsmith] Labor Report - Copy 6 08/22/2018 0812272018 Custom paycor_kathymassey B
Show | 15 rows per page hal 4= 4= Page 10f1 s



Once you click on the Template, if you are processing for more than 1 location you will
need to filter the location. Once you select the location - scroll down to select the Check
Date. (date is actual pay date).

" [XFER:gsmith] Labor Report - Copy 6

Jlient: 100474 - Roman Catholic Diocese of Lexington

4= Custom Template List [ Run Report

Output Sharing

Prompt to change filters

~ Client Filters

Payroll (Client ID - Payroll Name)

100474 - 102 5T BONIFACE

100474 - 103 5T ANTHONY

Select All

Paygroup (Client ID - Paygroup Name)
100474 - ST ANTHONY

100474 - ST BONIFACE

Select All

Check selections in payroll filer
list and the Paygroup will
automatically check and link the
selection

= Date Filters

Check Date Last Check Date b

Select Pay Check Date

Scroll down and Click Run Report

B Save & Close B Run Report




The Report will automatically be saved in MY REPORTS

Dashboard | Standard Templates | Custom Templ ites VR TES B New Template Q Search Reports

My Reports

0 We have updated your My Reports page. Report output files will be available in My Reports for 14 days from run date.

Search From Date To Date

Enter Report Name

Report Name Created (EST) « Type Size (KB} Author Status Expires Actions

» [XFER:gsmith] Labor Report - Copy... 08/22/2018 02:57 PM Excel 2007 (with totals) 358 paycor_kathymassey Saved 09/05/2018 aow O

Number of items per page:| 20
If you need to run for multiple locations, you can click on the name and a filter will

appear. In the Custom Report Name you can rename your report by location. Click
Open Report to view.
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Dashboard | Standard Templates | Custom Templates JRIVEG 1E) B New Template Q Search Reports

My Reports

0 We have updated your My Reports page. Report output files will be available in My Reports for 14 days from run date.

Search From Date To Date

Enter Report Name

Size (KB) Author

Report Name

Created (EST) + Type Status Expires Actions

¥ [XFER:gsmith] Labor Report - Copy..| 08/22/2018 02:57 PM Excel 2007 (with totals) 358 paycor_kathymassey Saved 09/05/2018 a D m O

J Report Details x

Default Report Name
[¥FER:gsmith] Labor Report - Copy 6

+ Client Filters

Custom Report Name

l St. Boniface CLD X

+ Date Filters

4>

» Ad ed Filters

[ Open Report

Number of items per page: 20
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