
 

How to Run Kiosk Information Report 
 

 

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.  Type the keyword ‘kiosk’ into 
the title search field and click ‘Search’. Then select ‘Employee Kiosk Information’ from the list that appears 
below. 

 

 

 

 



 
 

3. On the report settings page that appears, certain sections (like the Date Selection) will be grayed out, since this 

is a point in time report. Set any filters and/or sorting you want, then scroll to the bottom of the page. 

 

4. For best results, ensure the Output Format is set to Excel, then click ‘Run Report’. 

 



 
 

5. A new tab or window 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, depending on your browser settings.  

 

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. 

 

 

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

 

  



 
 

7. Once here you will see any reports you have run.  The most recent will be the first option (at the top of the list).  

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. 

 

 

8. This report will display some basic information about hos employees are enrolled in the kiosk, including: Last 

Login Date, Username, and the email that’s attached to their user (their “Enroll E-M”); and will also indicate if 

the employe is enrolled in Electronic Vouchers for Paystubs, Tax Forms, or both. 

 


