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To access the PrismHR Manager Self-Service (MSS) Portal:

Click on PrismHR Payroll Software under Quick Links for Single Sign On Access to PrismHR.
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On the main dashboard type Payroll Reports into the search bar.
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This will open a window that shows a list of the payrolls processed in the current year. Using the year
dropdown menu, you can find the list of payrolls processed in previous years.

Year 2025 w Special (] Reversal 0O

Scheduled (]  Adjustment (] Manual 0O
Payroll Description Type Pay Date Employees Paid Check Count Deposit Count
20257 03-21-25 5 Scheduled 03/21/2025 3 0 8
20256 03-07-25 5 Scheduled 03/07/2025 8 0 8
20355 02-21-25 5 Scheduled 02/21/2025 3 0 3

To view the reports for a particular payroll, click on the payroll number.

Year 2025 v All Types Special O Reversal O

Scheduled : Adjustment : Manual :
Payrall Description Type Pay Date Employees Paid Check Count Deposit Count
20257 03-21-255 Scheduled 03/21/2025 8 0 8
20256 03-07-255 Scheduled 03/07/2025 8 0 8
20255 02-21-255 Scheduled 02/21/2025 8 0 8

This will open a Payroll Summary for that payroll. Click on the Report icon to view all available payroll
reports.

Payroll Summary

Payroll Humber : ; 3 ion |
e 20257 Pay Group Period Start  Period End Weeks Worked Ded:;t,'ia Period Number
Descrniption 03-21-25 5 s Semimonthly 7th & 22nd 03/01/25 03/15/25 2.17 2 [

Pay Date 03/21/2025
Payroll Type Regularly Scheduled
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This will open a list of all available reports for that particular payroll. To view or download a report click
on the Open File icon next to the report.

Payroll / View / Payroll Reports H?Ip e

Payroll Reports
Payroll Number 20257
Date Time Report Title Class UserId  User Name Job
03/15/2025 08:36:15 Benefits Billing Report Payroll Report 5418764
03/19/2025 09:36:15 Client Allocation Report Payroll Report 5418766
03/15/2025 08:36:15 Deduction Register Payroll Report 5418767
03/19/2025 09:36:15 Gross-To-Net Report Payroll Report 5418769
03/19/2025 09:36:15 Payroll Allocation Report Payroll Report 5418770 Completed
03/1%/2025 09:36:15 Payroll Mo Eamings Report Payroll Report M/A Mo Records Found
03/19/2025 09:36:15 Pay Period PFTO Report Payroll Report 5418765 Completed
03/15/2025 09:36:15 Payroll Register Payroll Report 5418771 Completed
03/19/2025 09:36:14 Payroll Check Journal Payroll Report 5418768 Completed
03/15/2025 09:36:14 Invoice Invoice 5418762 Completed
03/19/2025 09:36:14 Workers' Compensation - Wage Detail Payroll Report 5418763 Completed
03/15/2025 08:36:14 Consolidated PDF Reports Consolidate
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You can also access reports for recently

processed payrolls by clicking on the payroll
number listed under Recent Payrolls on the
main dashboard.

My Favorites

Recent Payrolls

Payroll Description Pay Date

20257 03-21-25 5 03/21/2025
203256 03-07-25 5 03/07/20325
20255 02-21-25 5 02/21/2025



