Paylocity Payroll Report Generation Instructions

Overview

These instructions provide guidance for generating a properly formatted payroll
report from Paylocity payroll system.

The Goal: Create a single, comprehensive file containing detailed paycheck
information for each employee.

USING PAYCHECK DETAIL REPORT

1.

From Paylocity payroll portal, go to “Reporting”, search for “Paycheck Detail
Report”, then select “Paycheck Detail” report.

Select the period under audit, then export the report in Excel.

Reporting

Search Results

Once the report is exported, the header should reflect the image below.
Ensure EMPLOYER CONTRIBUTIONS are included in this report.



MODIFYING PAYCHECK DETAIL REPORT

4. Selectall data and create a pivot table with below data field options
selected. For “Check Date,” make sure Years, Quarters, and Months are not
selected. Only “Check Date” should be selected under “Rows.”

Drag fields between areas below:

" Filters Il Columns
Type M
Code v
= Rows % Values
Company Code v A Sum of Amount v
Employee Id v
Last Name v

Preferred/First Na... v
Check Date v

4

5. Under PivotTable Options, choose the display with “Classic PivotTable
layout™.

PivotTable Name: PvotTablel

Printing Data Alt Text

Layout & Format Totals & Filters Display

Display

Show expand/collapse buttons

. Show gcontextual tooltips

Display field captions and filter drop downs

I @ Classic PivotTable layout (enables dragging of fields in the grid I

Field List
SortAtoZ

o Sort in data source ordeg

oK Cancel



6. Underthe Design tab, select the following options:

File  Home Insert Draw Pagelayout Formulas Data Review View Automate Help TeamMate Analytics Acrobat  PivotTable Analyze

! Row Headers ) Banded Rows [

Subtotals | Grand Report  Blank
v Totals v Layout v Rows v

DivotTable Style Options PivotTable Styles
| . Do Not Show Subtotals |
A [N

123
Show all Subtotals at Bottom of Group

¥ Column Headers |_J Banded Columns

1 Show all Subtotals at Top of Group

File Home Insert Draw Page Layout Formulas Data Review View Automate Help TeamMate Analytics Acrobat  PivotTable Analyze

] Row Headers ) Banded Rows q . . [

Subtotald | Grand Report  Blank
v Totals ~ || Layout v Rows~

E PivotTable Style Options PivotTable Styles

| Column Headers Banded Columns

Off for Rows and Columns
At6 N

—
On for Rows and Columns

| On for Rows Only

o On for Columns Only Sal=]

RO

File Home Insert Draw Page layout Formulas Data Review View Automate Help TeamMate Analytics  Acrobat  PivotTable Analyze

Subtotals Grand Report || Blank
v Totals v JLayout ¥ JRows v

Layo:

] Row Headers ) Banded Rows

] Column Headers ] Banded Columns

Style Options PivotTable Styles

Deduction Total - Earnine

7. Copy the entire sheet and PASTE VALUES to a new sheet.

8. Populate Cell F2 with this formula to join text for cells F4 & F5:
=TEXTJOIN(" ;TRUE,F4:F5) OR =CONCATENATE(F4," ",F5)

F2 v i fr v[ =TEXTJOIN(" ",TRUE,F4:F5)
A B C D E B
- ! ! ! !
2 | Deduction 401CU
3 |Sum of Amount Type
4 Deduction
5 |Company Employee Last Nam Preferred Check Da[401CU




9. Copy and paste over the formula in Cell F2 all the way through the last
column with data.

A B C D E F G H | J K L M N (o] P Q
1
2 Deductior] 401CU
3 Sum of Amount Type Code
4 Deductior Deductior Deductior Deductior Deductior Deductior Deductior Deductior Deductior Deductior Deductior Deductior
5 |Company Employee Last NamePreferred/ Check Dat 401CU 401K 401L1 ADV AFLAC APOST  CASHT CHLD1 CHLD2  CTIPS DISAB GARN1

10. Copy and PASTE VALUES Row 2 values (starting with column F) to Row 5.

A B (& D E F G H | ] K E M N o P Q
1
2 iDeductior Deductior Deductior Deductior Deductior Deductior Deductior Deductior Deductior Deductior Deductior Deductior
3 |Sum of Amount Type Code
4 Deductior Deductior Deductior Deductior Deductior Deductior Ded or Deductior Deductior Deductior Deductior Deductio
5 |Company Employee Last Name¢Preferred/ Check Daf Deductior Deductior Deductior Deductior Deductior Deductior Deductior Deductior Deductior Deductior Deductior Deductior

11. Delete rows 1-4.

1
2
3 | Sum of Amount
4
5

Company Employee Last Nam Preferred Check Date

12. Format column E to “Short Date” format.

Check Date
1/4/2024

13.The reportis ready to be processed!



Paylocity Payroll Report Generation Instructions

Overview

These instructions provide guidance for generating a properly formatted payroll

report from Paylocity payroll system.

The Goal: Create a single, comprehensive file containing detailed paycheck

information for each employee.

USING PAYROLL REGISTER DATA EXPORT REPORT

1. From Paylocity payroll portal, go to “Reporting”, search for “Payroll”, then select

“Payroll Register Data Export” report.

2. Selectthe period under audit, then export the report in Excel.

Report List

payroll

Filters (&

Featured
) Favorite
) New
) Recommended
) Popular

My Reports
) Saved
) Created by Me
) Shared with Me

) Shared with Others

Workspace
) HR & Payroll

) Performance

Report Type
) Custom
) Dynamic

_) Point in Time
) Report Writer
) Standard
) Template

Report Class
) Company Menu Reports
_J Company Setup

Report Pickup

Schedules

) Human Resources Advanced Reports

< Search Results

( M columns E. )

Name

Payroll Register
Payroll Register Summary
f’cyvoll Summary

v.cyr4‘;|| Changes

Payroll Register Excel

Workspace

HR & Payroll

HR & Payroll

HR & Payroll

HR & Payroll

HR & Payroll

Report Type

W Standard © Template

W Standard © Template

B Standard © Template

W standard © Template

B Report Writer = Template

Payroll Register Data Export
Payroll Register Ex

HR & Payroll

W Standard © Template

Payroll Summary No Billing

Payroll Register with YTD

HR & Payroll

HR & Payroll

W standard ¥ Template

W Standard Template

3. Once thereportis exported, the header should reflect the image below.

AB C D E F G H J k4 m|oPpal R s T u_ v X Z |AA| AB AC_AD AE AF AG AH Al Al AK AL AM AN AO AP AQ AR
1
- e Deduotons.
= FESIAR | ERmRTcH 3 S | = Gl i I
a e Losatior Emplogee [ Process  ChkDate  Cheh  Ne | i Amown| iz Amoun| i Amon] Ao o Aamoun| o | ot | Amoun| o] Aamoun| Ao Ao Fmaun|




MODIFYING PAYROLL REGISTER DATA EXPORT REPORT

4. Selectall data and unmerge cells.

File Home Insert Draw Page Layout Formulas Data Review View Automate Help TeamMate Analytics  Acrobat
E[’;Cut Calibri vin YA A = = 1_;\ v 25 Wrap Text General v| [EE @ _Ey
Copy ~ | _ o A ooa e i -
I U~ E‘ v| O~ A . =E=E=E|E = |E Merge & Center  ~ ‘ $ -~ % 9 <cg )og Condmpnal Formatas Cell
<& Format Painter - Formattingv Table~ Styles v
Clipboard 1] Font ] Alignm| Merge & Center Number ~ Styles
AL < f Merge Across
X
% Merge Celis
4 A B C D i H I _J K L M o » all B Unmerge C{ls U v X A Z AA AB 4
1
2 .
3 REGULAR | ERMATCH s FED MED FICA
4 |Co Looation Emplogee Hrs Hris  Amount| Hrs  Amount| Amount| Amourt | Amount|
5 %= Coe, Jane 2024010501 | 0v051202% 001 250454 000 4mae2] 000 %339 m’ mw 26635
6 202401300 [owrseacee 1004 230454| 2000 4962|000 %339 29021 5320, 256.35|
7 1007| 230454 €000  4ma 000 %239 29027] 5320) 256.35]

5. Forthe columns with data in columns A-G, click on the first cell with data (A5),

2R2BBEIRELENLERES

File

highlight all remaining cells in that column until the last row with data (A82). Then,
select “Find & Select” 2 “Go To Special” = ”Blanks™.

Home Insert Draw
A Cut
Mcopy ~

< Format Painter
Clipboard [

~ J

ENNG D)

m Smih o

(PRIE8IIYIddINNIBEIRER

Page Layout
Times New Roman ~
B I U-~
Font

'123

+ A [ ]w]
7Y /O oo .i Go To Special
Sort & | Find & Add-ins  Analyze
Filter ~ [Select v Data - Select
diting p find... | Notes
b Constants
Ge Replace..
formulas
— GoTo... A S
Al A Go To Secnal... A b |
W >
Formylas .
C] Notes HSA -
Conditional Formatting
3 ) Current fegion
Copstants 3 Current array
Data Validation i Obyects
3
[ Select Objects h
r 3
[:h' Selection Pane... I
I 3oonol 69423 |

? X

A
Roy differences L
Column differences
Precedents c
Rependents F

% onl
) Lagt cell

Visible cells only
Condional formats
Data yalidation

Cancel



6. Next, inthe formula bar, type in “=” and the cell reference above (or just the Up
Arrow key), then press Ctrl+Enter. Finally, Copy & PASTE VALUES to remove
formulas, making data static. Repeat for columns with data in columns A-G.

File  Home Insert Draw Page Layout
A Cut
(B Copy —
|
Clipboard M) Font
A5 v 4 fx -AS‘
A B C G
1
2
3
4 |Co Looation Employee (=]
5 (23 Doe, Jane 1
6 |:as
4
8
9
10
11
12
13
14
15

File Ho_me; Insert  Draw  Page Layout
A Cut Calibri vi|1
(B Copy Iy~ .
< Format Painter
Clipboard & Font
3 v fx
A B C D E F G H
1
2
2| I
4 [Co Losation Employee D
Fﬂ Doe, Jane 'EI I
6 1B 1 Doe, Jane 0
7 1 Doe, Jane 01
8 B 1 Doe, Jane L
9 |3 1 Doe, Jane 0
10 |13 1 Doe, Jane 0
11 B 1 Doe, Jane 01
12 2 1 Doe, Jane 0
13 1B 1 Doe, Jane 0
14 8 1 Doe, Jane i
15 |13 l Doe, Jane 0
16 18 1 Doe, Jane Lul
17 '3 1 Doe, Jane LU
18 |18 1 Doe, Jane 0
19 123 ' Doe, Jane 0l
20 '8 1 Doe, Jane Lol
21| 1 Doe, Jane ]
2| ! Doe, Jane 0
23 1B 1 Doe, Jane 0
24 '3 1 Doe, Jane 0
25 1B 1 Doe, Jane 0l
26 123 1 Doe, Jane 0
27 '@ 1 Doe, Jane 0
28 128 1 Doe, Jane 0l
29 |13 1 Doe, Jane 0
30 B 1 Doe, Jane 0
3l » Jobnson, Sam 2|
2B 2 Jokazen, Sam 02
33 | 2 Jokasca, Sam 0z
34 1B 2 Joknson, Sam 02
35 |18 2 Johazcn, Sam n2
36 18 2 Johnson, Sam 02
37 2 2 Jobnzon, Sam 02




Now, repeat above step for the horizontal blank cells. For Row 2, click on the first
cell with data (Q2), highlight all remaining cells in that row until the last column with
data (AR2). Then, select “Find & Select” 2 “Go To Special” = ”Blanks”.

A B c D E F G H 1 J K L M o pP_Q R S T u b w X Y AA AB AC AD AE AF AG AH Al Al AK AL AM AN AO AP AQ AR
1
2| B Tawr o

EE & T G =3 = @ ™ W G Form W = =

3 28 MATC
4 Co  loowion  Emplowe ©  Pooms  CHOwe  Chne N | i Bmom| Hs Bmom] P Reon Fenom Ao B oo Tt T T T D B Foort
5 1B B TR T ] T T T T e EX ) s ] = £ CE
5w | 000, [ ovsanes wos|zoess | a0 amsse| oo e =] 5921) 2531 wa) iz 20nc0) 42

Next, in the formula bar, type in “=” and the cell reference to the left (or just the Left
Arrow key), then press Ctrl+Enter. Finally, Copy & PASTE VALUES to remove
formulas, making data static. Repeat for rows with datain rows 2 & 3.

A B c D E F G H | J K L M o P Q R S T U v w X Y AA AB AC AD AE AF AG AH Al A AK AL AM AN AO AP AQ AR
1
2 I 9 EMINGE| Twes  Tams  Taws Taes  Taees  Tawes  Taws  Taws  Taws Taws  Taws Taws Taes  Taws |Deduon Dedusnon Deduon Deduction Deducti Deduction Deoucti Deduction]
B B S O
[REGUL FED MED FICA ca’ - N NY Rl ROTH 40K HSA FSa
3 LB | MA]
- . T L —————— —_— ., it
s ME Goe.dane EETTa e DR 07| EE T W 27| 0050) CE
9. Inrow 1, join texts for rows 2-4 with the following formula:
=TEXTJOIN(“ ”, “TRUE”,Q2:Q4) OR =CONCATENATE(QZ2," ",Q83," ",Q4)
) ’ . I ’ I I
1 [Earnings REGULAR Hrs Earnings REGULAR Amount Earnings ER MATCH Hrs Earnings ER MATCH Amount _Earnings INS Hrs_Earnings INS Amount Taxes FED Taxes FED Amount Taxes MED Taxes MED Amount Taxes FICA
L L0 s a1 0 N B AT ST B SO0 e, an 50 Ty O T 20 T Vet T
: e s s - s
Ao tocsion Enpowe D Piosess Cuome  Conen  he | o] i e e o Fno ==
5 "B Boe.dare. [ T (T 60| 20454 CI) EE 3 GE 2077| S20)
10. Copy and PASTE VALUES the contents of Row 1 (columns Q and on) to Row 4.
1 Earmings REGULAR Earn Eamings REGULAR Earnings | Earings ER MATCH Earn Earnings ER MATCH Earnings | Earnings INS Earr Earnings INS Eamings Taxes FED Taxes FED Taxes FEl Taxes MED Taxes MED Taxes ME Taxes FICA |
L - o S e e T
4 Co Loowion Emploges O Process CrhDate  ChiiVohr e Eamings FE! H Amount| Tanes FED Tases MED 'varf?(ﬂ!
s B Doedare T T oy D EEED Lo ] T | e =

11

.Delete rows 1-3.

12. The reportis ready to be processed!




