0
" ELPSIDE PTO BALANCES AS OF A SPECIFIC DATE

You can use the Pay Period PTO Report from Payroll Reports to find out PTO balances as of a
specific date.

¢ Dashboard

Login to Helpside Tools at tools.helpside.com Manager Tools =

Under Manager Tools, on PrismHR Payroll Software.  Employee Management
“2% Employee Assignments
&% Onboarding Management
@ Onboarding Bulk Upload
&% Offboarding Request

4= Accounting Export

& Deduction Authorization

7] External Links
PrismHR Payroll Software

Talent LMS

Company Tools »

Step 1. Type Payroll History - »

into the search bar. B . = I S YR | ) Q]
Application Suggestions |

Step 2: Select Payroll el nsey @) @

History from the list.

Step 3: Use the Year drop down box and the

paYI'OH tYpe ChECk boxes to flnd the Payroll / View / Payroll History Company:
date YOU Want Year 2024 v o All Types ] Specia (] Reversal []
Scheduled Adjustment : Manua! :
Step 4: Click on the Payroll number _
, Payroll Description Type Pay Date
corresponding to the date you want. O =oxs Scheduled  05/30/2024
05-16-24 BG Scheduled 05/16/2024
05-02-24 BG Scheduled 05/02/2024
04-18-24 BG Scheduled 04/18/2024
04-04-24 BG Scheduled 04/04/2024
03-21-24 BG Scheduled 03/21/2024
03-07-24 BG Scheduled 03/07/2024
02-22-24 BG Scheduled 02/22/2024
02-08-24 BG Scheduled 02/08/2024
01-25-24 BG Scheduled 01/25/2024
01-11-24 BG Scheduled 01/11/2024




HELPSIDE

Step 5: Click report icon.

Payroll / View / Payroll Summary

Payroll Summary

Payroll Humber [, ) e

Description
Pay Date
Payroll Type

PTO BALANCES AS OF A SPECIFIC DATE

Step 6: Click on the download icon for the Pay Period PTO Report. This will open the reportin a

separate window.

Payroll / View / Payroll Reports

Payroll Reports

Payroll Number 202430

Date Time

05/29/202.10:32:30
05/29/202.10:32:30
05/29/202.10:32:30
05,/29/202.10:32:29
05/29/202.10:32:29
05/29/202.10:32:29
05/29/202.10:32:29
05/29/202.10:32:25
05/29/202:10:32:29
05,/29/202.10:32:29
05/29/202.10:32:29

Report Title

Gross-To-Met Report
Payroll Allocation Report
Workers' Compensation - Wage Detail
Benefits Billing Report
Client Allocation Report
Deduction Register

Payroll Check Journal
Invoice

Pay Period PTO Report
Payroll Register
Consolidated PDF Reports

Company:

Class

Payroll Report
Payroll Report
Payroll Report
Payroll Report
Payroll Report
Payroll Report
Payroll Report
Invoice
Payroll Report
Payroll Report
Consolidate

User
Id

User Mame

Help

Job Qutput Status

EI 9 Completed
EI 9 Completed
11 B completed
B completed

B completed

B completed
Completed
1 Completed
__ ompleted
Completed

Actions




