XCELHR Info System

Sample Standard Reports

View 'Comprehensive EE Report’

Record 1 of 4 Sort by: [Report] ASC See page 13
View 'Detail Cost by Department’
i See page 14

Record 2 of 4 Sort by: [Report] ASC

View 'Employee Check Register’
Record 3 of 4 Sort by: [Report] ASC See page 1 5

View 'Invoice’
Record 4 of 4 Sort by: [Report] ASC See page 16

Custom Reports

Select Fields  anFieids
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Report

Deduction Setup
Deductions

Dependents

Direct Deposit

Employee Business Expenses
Employee Check Detail
Employee Information
Employee PTO

Employee User-Defined Fields
Employer Paid Benefits
Federal Tax

Inactive Reasons Setup
Job Costing Codes
Licenses and Certifications
Local Tax

Pay Code Setup

Pay Codes

Pay Rate Changes

Payrate History

Reviews

Section 125 Balances

Section 125 Payment History
State Tax

Successor Taxes (Federal)
Successor Taxes (SUTA)
Training

Training Comments
Transaction History

Workers Comp Setup
Workers Comp Code
Description

State i
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all Fields

B Benefit Setup
Benefit Code
Description
Inactive
Start Date
End Date
Method
Transaction Required
Frequency
Plan Name
Max Period
Max Month
Max Year
Max Life
Amount
Percent Rate

m

All Fields

B Check History
Employee ID
Payment ID
Client ID
Invoice Number
Date
Check Number
Pay Period Start Date
Pay Period End Date
Gross Wages
Federal Tax
FICAMed
FICASS
State Tax
Local Tax
Deductions
Benefits
Net Pay
Deposit Amount
Check Amount

m

All Fields

B Deductions o
Employee ID
Deduction Code
Description
Inactive
Information
Start Date
Transaction Required
Deduction Method
Amount
Percentage
YTD
Plan Name
Maximum Per Pay Period
Maximum Per Month
Maximum Per Year
Maximum For Life of Deduction
Pay Period

m

All Fields

E Dependents -
Employee ID
First Name
Middle Name
Last Mame
Social Security Number
Birthdate
Gender
Relationship
Lives With Employee
Over age Student
Disabled
Comment

m

All Fields

E check Stub
Employee ID
Payment ID
Check Number
Check Date
Start Pay Period
End Pay Period
¥acation
SickTime
Personal Message 1
Personal Message 2
Personal Message 3
Company Message 1
Company Message 2
Company Message 3

m

All Fields

B Direct Deposit -
Employee ID
Bank ID
Bank Name
Bank Transit Number
Bank Account
AccountType
Deposit Option
Pay Code
Amount
Percentage
Precheck
Inactive

m

All Fields

B Deduction Setup
Deduction Code
Description
Inactive
Start Date
End Date
Method
Transaction Required
Frequency
Plan Name
Max Period
Max Month
Max Year
Max Life
Amount
Percent Rate

m

All Fields

E Employee Business Expenses -
Employee ID
RDE ID
Date
Expense Type
Yendor
Pay Code
Amount
Note
E Employee Check Detail
Employee ID
Payment ID
Code Type Description
Rate
Hours Units
Amount
YTD
Code Type

m

10

All Fields

E Employee Information
Client ID
Employee ID
Employee Class
Inactive
Last Name
Middle
First Name
Address Code
Street
Address2
2IP
City
State
Country
County
Start Date with PEO
Original Hire Date
Birthdate
Social Security Number
Phone
Phone Work
Employment Status
Department
Department Description
Position Description
Position
Default 165
Ethnic Origin

Gender

Marital Status

Nickname

Alternate Name

EMail

Emergency Contact
Emergency Phone

SUTA State

Workers Comp

Minimum Net Pay

Work Hours Per Year
User-Defined 1
User-Defined 2

Calculate Minimum Wage
Balance

Pay Period

Termination Date
Termination Reason Code
Termination Reason Description
Regular Start Time
Regular End Time

Regula Hours Monday
Regular Hours Tuesday
Regular Hours Wednesday
Regular Hours Thursday
Regular Hours Friday
Regular Hours Saturday
Regular Hours Sunday
Smoker

Citizenship

19 ¥erified

19 Reverification Date
Visa Type

Yisa Expiration Date
Yietnam Yeteran

tary Service Code
Disabled ¥eteran
Handicapped Code
High Compensation
HighCompDesc

Job Category
Seniority Date
Part-time

Mext Review Date
Drivers License Number
Drivers License State

m
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All Fields

B Employee PTO
Employee ID
PTOD Type
Description
Accrue
Accrual Method
Available Hours
Accrual Amount
Accrual Hours Per Year
YTD Hours Accrued
Max Accrual ¥YTD
Anniversary Carry Over
Max Carry Over Hours
Wait Period To Begin Accrual
Wait PeriodTo Use Accrual
Last Anniversary Date
Anniversary Based On

All Fields

E Employer Paid Benefits
Employee ID
Benefit Code
Description
Inactive
Information
Start Date
Transaction Required
Benefit Method
Amount
Percentage
YTD
Plan Name
Maximum Per Pay Period
Maximum Per Month
Maximum Per Year
Maximum For Life of Benefit
Pay Period

m

All Fields

E Local Tax
Employee ID
Local ID
Inactive
Automatic
Primary Code
Reciprocal Code
Filing Status
Exemptions
YTD

B Pay Code Setup
Pay Code
Description
Inactive
Pay Type
Base Pay Record
Pay Rate Amount
Pay Unit
Pay Period
Plan MName
Max Period
Max Month
Max Year
Man Life
Shift Code
Do Mot Allow Employee Time
Entry

m

All Fields

E Section 125 Balances
Deduction Code
Year
Enrolled Amount
Collected Amount
Paid Amount
Collected Balance
Paid Balance

[E Section 125 Payment History
Employee ID
Deduction Code
Year
Date Paid
Payment Amount
Description
Yendor

B State Tax
Employee ID
State
Inactive
Marital Status
Dependents
Additional
Additional Amount
YTD

m

all Fields

E Federal Tax
Employee ID
Filing Status
Exemptions
Additional
Estimated
YTD Federal
¥TD FICASS
YTD FICAMed
Default State Code
Default Local Code

All Fields

B Inactive Reasons Setup
Reason ID
Description

B Job Costing Codes
Client ID
Job Name
PO Number
Phase
Task
SubTask
Description
Inactive
Budget Amount
Workers Comp Code
Pay Rate
Job Costing Index ID

B Licenses and Certifications
Employee ID
License ID
License Description
License Mumber
Effective Date
Expiration Date
Comment
Inactive

m

All Fields

E Pay Codes
Employee ID
Pay Code ID
Description
Inactive
Type of Pay
Pay Rate
Pay Unit
Pay Period
YTD
Based On Pay Code
Plan Name
Maximum Per Pay Period
Maximum Per Month
Maximum Per Year
Maximum Per Life
Shift Codes

E Pay Rate Changes
Employee ID
Pay Code
Change Type
Change Amount
Change Percent
Effective Date
Changed By
Date Changed
Reason
Annual Compensation

m

all Fields

B Successor Taxes {(Federal)
Employee ID
Year
Use
FICA 55 Wages
FICA SS Withheld
FICA Med Wages
FICA Med Withheld
FUTA Wages

B Successor Taxes (SUTA)
Employee ID
Year
State
SUTAWages

B Training
Employee ID
Type
Status
Renewal Date

B Training Comments
Employee ID
Type
Sequence Number
Description
Rating
Start Date
Completion Date
Comment

m

All Fields

E Payrate History
Employee ID
Pay Code
Effective Date
0ld Amount
New Amount
Change Percentage
Annual Compensation
Changed By
Date Changed
Reason Changed

B Reviews
Employee ID
Incident Number
DateTime
Manager
Type of Review
Action
Rating
Created By
Created Date & Time
Modified By
Modified Date & Time

m

El Transaction History
Employee ID
Payment ID
Check Number
Type of Pay
Pay Code
Amount
Units
Check Date
Department
Position
State
Local
Workers Comp Code
Shift Code
Premium

BH workers Comp Setup
Workers Comp Code
Description
State

m
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5/11/2010
5/11/2010

System Date:
User Date:

Xcel HR Demo Company

Page:
User ID:

1
ShirleyS

Time: 8:12:51 PM 1
Comprehensive Employee Report
Ranges: Sort by: Legend:
Client ID 030 for Invoice No. 17 Department /Employee ID * = inactive code
! = multiple pay rates exist for this pay date.
Only includes active employees.
Current amounts are for last pay run on invoice only.
Name: Campbell, Tina SSN: 035-00-6666 Employee ID: MAO030001
Address: 24 Rocky Road Home Department: 030001 Position: LABOR Hire date: 3/7/2005
Worker's Comp: MA3632 Liability Client Hire Date: 3/7/2005
Lowell Vacation Time: 37.45 $786.45 Birth Date: 11/5/1972
MA 01852 Sick Time: 0.00 $0.00 Gender: Female
Telephone: (513) 289-6666 Ext. 0000 PTO1 - PTO1l0 Time: 0.00 $0.00 SUTA State: MA
Federal/State Tax Direct Deposit
Code Filing Status Exempt/Dep. | Bank Options Pay Code Percentage Amount Account Type Account Number
FED SINGLE 211070175 Percentage-NET 100 CHECKING 1131216153
MA HOH
Current MTD YTD Deductions Benefits Taxes/Net Pay
Rate Hours Amount | Hours Amount Hours Amount Current MTD YTD Current MTD YTD Current MTD YTD
HOLREG 21.00 8.00 168.00 401K 42.00 127.97 614 .52 |401KM 29.40 89.58 430.15 |FED 99.75 308.60 1495.12
OTREG 31.50 1.25 39.38 15.50 488.26 |INDO30 8.57 25.71 119.96 |SINO30 61.82 185.46 865.49 |FICAM 11.67 35.59 171.09
REGHRS 21.00 40.00 840.00 120.00 2520.00 554.00 11634.00 | SINO30 26.50 79.50 370.96 FICAS 49.91 152.16 731.56
MA 35.95 109.83 526.89
Employee Taxes: 197.28 606.18 2924 .66
Total: 40.00 840.00 121.25 2559.38 577.50 12290.26 77.07 233.18 1105.44 91.22 275.04 1295.64 Net : 565.65 1720.02 8260.16
Name: Dewitt,Robert SSN: 033-76-2596 Employee ID: MAO030002
Address: 110 Arkansas Road Home Department: 030001 Position: MACHIN Hire date: 8/1/2008
Worker's Comp: MA3632 Liability Client Hire Date: 8/1/2008
Sudbry Vacation Time: 39.24 $490.50 Birth Date: 6/24/1988
MA 01658 Sick Time: 0.00 $0.00 Gender: Male
Telephone: (000) 000-0000 Ext. 0000 PTO1l - PTOl1l0 Time: 0.00 $0.00 SUTA State: MA
Federal/State Tax Direct Deposit
Code Filing Status Exempt/Dep. | Bank Options Pay Code Percentage Amount Account Type Account Number
FED SINGLE 1 211370558 Dollars $135.00 CHECKING 880322706
MA HOH 211370558 Percentage-NET 60 SAVING 779035245
Current MTD YTD Deductions Benefits Taxes/Net Pay
Rate Hours Amount | Hours Amount Hours Amount Current MTD YTD Current MTD YTD Current MTD YTD
HOLREG 12.50 8.00 100.00 |401K 25.00 73.52 413.37 |401KM 17.50 51.46 289.34 |FED 33.80 97.17 584.17
OTREG 18.75 3.75 70.31 31.25 585.94 | IND0O30 8.57 25.71 128.52 |SINO30 61.82 185.46 927.31 |FICAM 6.74 19.80 112.25
REGHRS 12.50 40.00 500.00 112.00 1400.00 606.50 7581.25 |SINO30 26.50 79.50 397.44 FICAS 28.83 84.64 479.96
MA 14.60 42.44 248.89
Employee Taxes: 83.97 244 .05 1425.27
Total: 40.00 500.00 115.75 1470.31 645.75 8267.19 60.07 178.73 939.33 79.32 236.92 1216.65 Net : 355.96 1047.53 5902.59
Name: Mercer, Anthony SSN: 018-22-8956 Employee ID: MA030005
Address: 18 Idlewood Street Home Department: 030001 Position: MACHIN Hire date: 5/28/2006
Worker's Comp: MA3632 Liability Client Hire Date: 5/28/2006
Southbridge Vacation Time: 40.51 $746.59 Birth Date: 6/14/1954
MA 01510 Sick Time: 0.00 $0.00 Gender: Male
Telephone: (000) 000-0000 Ext. 0000 PTO1 - PTO1l0 Time: 0.00 $0.00 SUTA State: MA
Federal/State Tax Direct Deposit
Code Filing Status Exempt/Dep. | Bank Options Pay Code Percentage Amount Account Type Account Number
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System Date: 5/11/2010 Xcel HR Demo Company Page: 1

User Date: 5/11/2010 User ID: ShirleyS
Time: 8:12:46 PM Detail Cost by Department
Ranges:
Client Number: 030
Client Name: Lights and Laser Inc
Transaction Number: SALES000000000017
Invoice Number: 17
Employee Name Gross Pay/Tips | FICA Med FICA SS Bus. Exp. Emp. Ben. w/Cc FUTA SUTA
Department: 030001 Laser Process Hourly
Baker, Allen $520.00 $7.54 $32.24 $0.00 $18.20 $11.08 $32.24 $20.70
OTHER TAXES $0.00
AGENCY CREDITS $0.00
Total $642.00
Baker, Christopher $380.00 $5.51 $23.56 $0.00 $0.00 $8.09 $23.56 $15.12
OTHER TAXES $0.00
AGENCY CREDITS $0.00
Total $455.84
Brown, Eric $440.00 $6.38 $27.28 $0.00 $0.00 $9.37 $27.28 $17.51
OTHER TAXES $0.00
AGENCY CREDITS $0.00
Total $527.82
Campbell, Tina $840.00 $12.18 $52.08 $0.00 $91.22 $17.89 $52.08 $33.43
OTHER TAXES $0.00
AGENCY CREDITS $0.00
Total $1,098.88
Dewitt, Robert $500.00 $7.25 $31.00 $0.00 $79.32 $10.65 $31.00 $19.90
OTHER TAXES $0.00
AGENCY CREDITS $0.00
Total $679.12
Haas, Katie $560.00 $8.12 $34.72 $0.00 $0.00 $0.73 $34.72 $22.29
OTHER TAXES $0.00
AGENCY CREDITS $0.00
Total $660.58
Jonathan, Walters $780.00 $11.31 $48.36 $0.00 $0.00 $16.61 $48.36 $31.04
OTHER TAXES $0.00
AGENCY CREDITS $0.00
Total $935.68
Kingston, Richard $1,000.00 $14 .50 $62.00 $0.00 $0.00 $2.02 $62.00 $53.00
OTHER TAXES $0.00

AGENCY CREDITS $0.00
13
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System Date: 5/11/2010 Page: 1
User Date: 5/11/2010 Xcel H R Derno Compa‘ny User ID: ShirleyS
Time: 8:12:49 PM 1
Employee Check Register

Ranges:

Payroll Processor: ShirleyS

Client: 030 Lights and Laser Inc

Invoice Number: 17
Employee ID Employee Name Dept. Gross Wages Rept Tips FIT I FICA/Med I FICA/SS I SIT LIT Deductions | Benefits Net Wages Check No.
MA-030-001 Tina C Campbell 030001 $840.00 $0.00 $99.75 $11.67 $49.91 $35.95 $0.00 $77.07 $91.22 $565.65 446
MA-030-002 Robert Dewitt 030001 $500.00 $0.00 $33.80 $6.74 $28.83 $14.60 $0.00 $60.07 $79.32 $355.96 236
MA-030-003 Linda Jones 030002 $2,500.00 $0.00 $377.85 $35.87 $153.36 $117.13 $0.00 $208.23 $149.32 $1,607.56 447
MA-030-004 Jeffrey J Cantara 030002 $1,600.00 $0.00 $165.50 $22.22 $95.02 $71.66 $0.00 $163.36 $175.15 $1,082.24 448
MA-030-005 Anthony J Mercer 030001 $737.20 $0.00 $60.58 $10.69 $45.71 $34.59 $0.00 $0.00 $0.00 $585.63 237
MA-030-006 Michael E Smith 030001 $700.00 $0.00 $73.07 $9.77 $41.76 $28.98 $0.00 $68.50 $86.32 $477.92 449
MA-030-007 Richard Kingston 030001 $1,000.00 $0.00 $100.00 $14.50 $62.00 $32.85 $0.00 $0.00 $0.00 $790.65 450
MA-030-008 Allen P Baker 030001 $520.00 $0.00 $50.10 $7.54 $32.24 $0.00 $0.00 $41.60 $18.20 $388.52 238
MA-030-009 Christopher T Baker 030001 $380.00 $0.00 $35.34 $5.51 $23.56 $16.15 $0.00 $0.00 $0.00 $299.44 239
MA-030-010 Irene S Meddleton 030001 $620.00 $0.00 $71.34 $8.99 $38.44 $28.38 $0.00 $0.00 $0.00 $472.85 240
MA-030-011 Katie S Haas 030001 $560.00 $0.00 $62.34 $8.12 $34.72 $20.71 $0.00 $0.00 $0.00 $434.11 451
MA-030-012 Peter A Murray 030001 $780.00 $0.00 $104.01 $11.31 $48.36 $36.86 $0.00 $0.00 $0.00 $579.46 241
MA-030-013 Walters P Jonathan 030001 $780.00 $0.00 $45.94 $11.31 $48.36 $36.86 $0.00 $0.00 $0.00 $637.53 242
MA-030-014 Bryan S Roberts 030002 $1,038.46 $0.00 $151.08 $15.06 $64.39 $46.07 $0.00 $0.00 $0.00 $761.86 243
MA-030-015 Melinda A Petersen 030001 $420.00 $0.00 $15.56 $6.09 $26.04 $12.61 $0.00 $0.00 $0.00 $359.70 244
MA-030-016 Shawn R Douglas 030002 $769.23 $0.00 $44 .33 $11.16 $47.69 $36.28 $0.00 $0.00 $0.00 $629.77 245
MA-030-017 Bradley F Mitchell 030001 $440.00 $0.00 $44.34 $6.38 $27.28 $19.09 $0.00 $0.00 $0.00 $342.91 246
MA-030-018 Eric J Brown 030001 $440.00 $0.00 $3.52 $6.38 $27.28 $19.09 $0.00 $0.00 $0.00 $383.73 247
MA-030-019 Josh P Westerfield 030001 $440.00 $0.00 $33.81 $6.38 $27.28 $13.59 $0.00 $0.00 $0.00 $358.94 248
MA-030-020 Chad M Nash 030001 $440.00 $0.00 $44 .34 $6.38 $27.28 $19.09 $0.00 $0.00 $0.00 $342.91 249

Report Totals: $15,504.89 $1,616.60 $949.51 $0.00 $599.53
$0.00 $222.07 $640.54 $618.83 $11,457.34
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	Sample Handbook.pdf
	SUMMARY PLAN DESCRIPTION

	Performance Appraisal Tina Campbell.pdf
	JOB KNOWLEDGE
	Quality and level of knowledge does not increase over time. 
	PERSONAL MANAGEMENT
	JOB PERFORMANCE:
	TEAMWORK:
	Does not comply with superior’s decisions and directions.
	INITIATIVE:
	Tends to avoid difficult situations.
	FLEXIBILITY:




