
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.  

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

 

3.  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. Select all 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.”  

 

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

 



6. Under the Design tab, select the following options:  

 

 

 

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) 
 

 



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

 

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

 

11. Delete rows 1-4.  

 

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

 

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

 

 
3. Once the report is exported, the header should reflect the image below. 

 

  



MODIFYING PAYROLL REGISTER DATA EXPORT REPORT 

4. Select all data and unmerge cells. 

 

 

5. For the columns with data in columns A-G, click on the first cell with data (A5), 
highlight all remaining cells in that column until the last row with data (A82). Then, 
select “Find & Select”  “Go To Special”  ”Blanks”. 

       



6. Next, in the 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.  

 

 

  



7. 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”  “Go To Special”  ”Blanks”. 

 

 

8. 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 data in rows 2 & 3.  

 

 

9. In row 1, join texts for rows 2-4 with the following formula:  
=TEXTJOIN(“ ”, “TRUE”,Q2:Q4) OR =CONCATENATE(Q2," ",Q3," ",Q4) 

 

 

10. Copy and PASTE VALUES the contents of Row 1 (columns Q and on) to Row 4. 

 

 

11. Delete rows 1-3. 
12. The report is ready to be processed! 

 

 


