
Payroll Management Transaction Reports (Detail and Gross Pay Reports)

The quickest way to open the window for Payroll Management Reports is to type ‘PRR’ in the
Index field on the Navigation/Home window.  There are also ‘Payroll Reports’ buttons on the
toolbars of various payroll windows in the program.

Select the appropriate
Paid Dates, Employ-
ees, and Payroll
Categories in the
‘From’ and ‘To’
fields.  Then click on
the appropriate
report.

Continue to the next
pages for examples
of Detail and Gross
Pay Reports.

See other Help
Documents for
information on 941,
W2, Umemployment,
Worker’s Comp, and
Tax Liability Re-
ports.



Detail Reports: Grouped by Employee, Check Detail - Based on Paid Dates, Employee,
and Payroll Categories selected.  This report shows the detail payroll entries sorted by
employee and grouped by check.

Detail Payroll Reports



Detail Payroll Reports - continued

Detail Reports: Grouped by Employee, Summed By Category - Based on Paid Dates,
Employee, and Payroll Categories selected.  This report summarizes the payroll entries for
the selected period into totals for the payroll categories and is sorted, grouped, and summed
by employee.



Detail Reports: Grouped by Category, Summed By Employee - Based on Paid Dates,
Employee, and Payroll Categories selected.  This report summarizes the payroll entries for
the selected period into totals for the employees and is sorted, grouped, and summed by
payroll category.

Detail Payroll Reports - continued



Detail Reports: Deductions / Additions Only - Based on Paid Dates, Employee, and Payroll
Categories selected.  This report shows the detail of Deduction/Additions entries only, and totals
them by employee.

Detail Payroll Reports - continued



Detail Reports: Columnar Report Sorted by Date, Then Check - Based on Paid Dates
and Employees selected.  This report displays the payroll information in payroll category
columns.  It is sorted by Date and then by Check Number.

Detail Payroll Reports - continued



Detail Reports: Columnar Report Grouped by Employee - Based on Paid Dates and
Employees selected.  This report displays the payroll information in payroll category columns.  It
is grouped and totaled by Employee.  The recoards are first sorted by Employee, then by Date
and then by Check Number.

Detail Payroll Reports - continued



Gross Pay and Hours Reports

To review ‘Gross Pay’ reports that
include totals of hours worked, use
the reports listed under ‘Gross Pay
and Hours Reports’.  These reports
can be grouped and totaled by
Employee, Department, Job, or Cost
Code.  They are based on the se-
lected range of Paid Dates and
Employees.

Examples of the ‘Gross Pay and
Hours Reports’ are on this page and
on the next page.



Gross Pay and Hours Reports - continued



Gross Pay Summary Reports

Gross Pay Summary By Employee - Based on Paid Dates and Employees selected.  This
report totals all Taxable Gross Wages for the selected period and displays the total Gross Pay
for each employee.

Social Security and Medicare Wages -
Based on Paid Dates selected ONLY.  This
report displays the Wages paid to each
employee during the period selected AND
displays the employees’ Year-To-Date
Wages.  The Social Security and Medicare
Wages paid during the period are also
displayed.  The SS and Medicare wages are
calculated based on their respective Wage
Limits as required by the IRS.  (See Payroll
Setup Help documents about setting up Tax
Categories and Wage Limits.)


