
 

Running Standard Reports on Pay-Net Online 

 

1. Log in to Pay-Net Online and click on the Reporting tab. 

 

2. Once on the Reporting tab you will already be on the Standard Reports section.  Here you can scroll through the 

reports to find one you are searching for.  Another option is using the filtering options, outlined below.  After 

you use the filter options click Search.  Once you find the report you would like to run, click on the Report Title 

of that report. 

a. Category: You can select the type of report you are looking for based on the information you need. 

b. Sub Category: This helps narrow down the reports based on the information you are looking for. 

c. Title: If you know the name of the report or would like to filter based on a key word you may type it 

here. 

d. Tag: This is another option to search for key words or information you would like to see in a report. 

e. Report Type and Report ID you can leave alone. 

 

 

 

 

 

See screen shot below 



 

 

3. In the Date Selection box you are able to pick from three options for date ranges. 

a. Using the drop down next to Date Selection you can pick from pre-set date ranges, for the current year. 

b. Click the Override Dates box first before selecting your Begin and End Date, dates based off payroll 

check dates. 

c. Click the Override Dates box first before inputting your Custom Begin and End Date.  This will bring in 

payroll data within the time frame also based on check dates. 

 



 
 

 

4. In the Output Format box you can select how you would like the report to appear. 

 

5. In the Filtering box you can change how you filter the report.  Use the drop down next to Filter 1, and Filter 2 if 

you need it, to change how you would like to filter the report, the From and Thru section will be different 

depending on the filter.  *Note: To use Filter 2 select AND or OR. 

 

6. Do not change anything in the Company Filter. 

 

  

Continued Below 



 
7. Scrolling down the page, in the Sorting and Sub-Totals box you can change how the data is sorted on the report. 

*Note: The options available will be different per report. 

 

8. In the Additional Options box you can adjust more options depending on the report you are running. 

 

9. In the Output Options you can change in what format you would like to have it in. *Note: Some reports do not 

easily export to Excel or other formats besides PDF.  Some reports have limited Output Format types. 

 



 
10. In the Save Options box you can choose to save a report into the Saved Company Reports tab and/or My 

Reports tab, at the top of the page, for easy access later.  Clicking Save Settings will save the reports and the 

setting you have input. 

 

 

11. When you have all the information you would like selected, click Run Report in the bottom right of the page. 

 

  

Continued Below 



 
 

12. A new tab will open indicating the report is generating.  If the report is a PDF it should eventually pull up in that 

tab.  If it is excel it should automatically download.   You can then save and/or print the report and you are done.  

*Note: See step 13 if the report does not pop-up or download. 

 

If you have a pop-up blocker on then the report will not generate here.  See your IT manager to remove the blocker 

and rerun the report.  See below to see another place to retrieve the report that was run. 

13. Back on Pay-Net Online click on the My Completed Reports tab. 

 

  



 
 

14. Once here you will see any reports you have run.  The most recent will be the first option.  You will see it as 

Pending.  Click the Report Title of this report and it will pull it up in another tab or download it.  You can then 

save and/or print the report and you are done. 

 


