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How to Run Kiosk Information Report

1. Loginto Pay-Net Online and click on the Reporting tab.
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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.
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3. Onthe 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.

@ Filtering
Filter 1 | No Filter w| From || Thru | w
Filter 2 | g Filter w| From |+ | Thru |

Company Filter

Current Company
All Companies Available Companies Selected Companies
Selected Companies B -

9000 - Pay-Net Solutions Inc

Sorting and Sub-Totals

Sart Order Repart Format Totals Page Breaks
Enrolimen: Status / Name v @ Dewil @ Show All Totals @ Mo Page Breaks
Use Custom Sort [ O Summary O Customize O After Totals

' Before and After Totals

D Custom
Main Sorts Sub Sorts (Not Totaled)
Groups (Totaled) Show Before After SortBy | Enrolled Status v
H H ‘ 7

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

Output Farmat Micrasaft Excel v

MNatify Me When Completed ] Report will apen up ina new window and will display when complete,

Ernail Campleted Report
@ Save Options

Save 1o “Saved Company Reports® " Repart Title

Save va "My Reparts” Report Title
Back To Reports List Run Report
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5. Anew 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.

Pay-Met Solutions Inc

GENERATING LABOR DISTRIBUTION

Please wait while we attempt to load your repart. Do NOT refresh this page. It will automatically load your report once it is ready.

Please wait while we check the status of your job.

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.

Home Documents ESS Employee HR REPORTING Payroll Company HR Support Center Systemn

STANDARD REPORTS | Report Writer Zaved Company Reports My Reports [ My Completed Repons]

Hard Coded Report - Labor Distribution
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Override Dates ()] Faper Size Letter
Begin Date M
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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.

'
9000 - Pay-Net Solutions Inc + Welcome PNO Demo User | LOGOUT %4

Home Documents ESS Employee HR REPORTING Payroll Company HR Support Center System

Standard Reports Report Writer Saved Company Reports My Reports MY COMPLETED REPORTS
\ COMPANY REPORT TITLE STATUS FILE TYPE SUBMITTED COMPLETED
@ x 5000 Labor Distribution Read PDF 1/31/2020 3:09:50 PM 1/31/2020 3:09:54 PM =
@ b4 S000 Pay Stub for 11/20/2019 Read PDF 1/27/2020 8:54:35 AM 1/27/2020 8:54:42 AM
@ » 2000 401k hei Error Excel 1/9/2020 2:57:48 PM 1/9/2020 2:57:56 PM
@ b4 S000 401k hei Error Excel 1/9/2020 2:56:55 PM 1/9/2020 2:57:02 PM
@ » 2000 401k hei Error Excel 1/9/2020 2:52:40 PM 1/9/2020 2:52:43 PM

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.

4 A F | C
il Emplovee Kiosk Information

10/7/2025 i AN 3

First Mame Id Statns Hire Date Poasition Enrolled? | Last Losin User Namse Electronie V. Payatsb Tax Ensoll E-M Work Email
Aaron Fag A 01/10:2023 Neo Mo e Ne

Imma abediz A 07082019 No Mo No Neo

Hanry Tle0ss A 03032015 Sales Vs 09/282025 HAKS00D Yo Yo Yo operations@pay-net net | operations@pay-ns
Kasly MR-1 A 09192011 Operation 4 Ves 02262023 KAnderson3000 Ne o Mo hlaa@pay-nat st hlea@pay-nat.net
Fifth T19103 A 042002015 Yes 041012024 FiAttempt2000 Yes Ve No hlze@pav-nat nat hles@pay-nstnet
First T13087 A 124052014 Operation 3 FE 081052024 fAttempt He Ne Ne Nesfpay-natnst

Larry T19106 A 06/10:2015 ey 05/07/2017 LAttempt3000 Yas Yes Ne hellisiti@gmail com ‘hollisiif@email con
Socrates shedsy A 052872017 Bales Mo Mo Ko No fakefimail com
Eaobert F 2 A Mirkt Wes 053072025 RBaleer000 Mo ot No ecox/lpay-net net operations@pay-ni
Fozzie abel2d A Coffee Mo Mo Ko No

Bz F19061 A Yes 101572017 bantest Mo Ko No rhaker@pay -net net hollist@email con
User ME-38 A ADMIN ASSISTANT.ENEC No Mo No No hlea@pay-nat.net
Andraw T19040 A 01132012 Ho Neo o No

Tames FlaoTr A 070182013 No No No Ko

Hugo CVDI2S A 05/01/2020 Executive No Neo No No

Gerald " A 04/12/2016 ey 05/23/2024 GBrownS000 Neo Ko HNe coondpay-nat.nst

Take Fls060 A 08/01/2010 Operation 3 Ves 04/24/2018 TBroeaS000 Mo Ne HNe jlee@pay-net nat

Toseph MR-62 A 11/18/2016 Mer Mo Mo Ne HNe

Test abedet A Mo Mo Ko Ne

Swednsh 335 A Mo Mo Mo Mo

ANMNE Dl2 A No Mo Mo Mo Iheollingshead Fitasl:
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