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VIEWCHOICE REPORTS ONLINE

Product Overview

ViewChoice Reports Online allows validated users the ability to download
ViewChoice reports created by you Payroll Provider.

In addition, ViewChoice Reports

e Tracks user name who last downloaded a report group
e Timestamps the record with the time of the last download

ViewChoice Reports Online Prerequisites

For a company to use ViewChoice Reports Online, they must:
1. Have access to ViewChoice Reports through Online Employer
2. Have Version 2.2.4 (or higher) of ViewChoice loaded on your workstation.
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Report Download

To download reports from the Online Employer website do the following:

Login to Online Employer

1. Navigate to the Online Employer Login page
2. Enter the supplied User Name and Password.
3. Press Submit

/3 Online Employer - Microsoft Internet Explorer _(Olx]

J File Edit Wiew Favorites Tools Help

N

J GBack = - ) ﬁ| Qhsearch [GelFavorites G Media &4 | EN- S 0 -

PN Enter your User Name
vSpecial Features Welcome to and Passwo.rd here and
] press Submit
rProducts & Services °
Online Employer
rNews Center
T Complete services to manage payroll, HR, time and more
Site Index
»Log In Fayroll Providers Adness Owners I
Online Employer is a comprehensive resource Login ||
center for Employers, Employees, Providers
and others wanting to improve their Passwaord |
administrative operations, From payroll to HR -
and time tracking, our services are delivered
faster, accurately, confidentially—and most
important, personally.
First Tirme Employee Login
These enterprise solutions deliver sustainable
henefits by connecting your people, your work
practices and the latest technology to your
business,
7 User Agreement and Privacy Policy
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Launch ViewChoice Reports

Once you are at the Online Employer Home page:

1. Select ViewChoice Reports from the Products tab on the left. Your
security access profile determines what products are available to each
user.

2. Select the Company whose reports you want to download from the
Company List.

/3 Online Employer - Microsoft Internet Explorer

JEiIe Edit  Wiew Favorites Tools Help

J GBack - = - (D at | Qisearch [GFavorites GMedia ¢4 | B S 0 -

b-L

9999 ; (test
Product Tab. e site) @
Home I My Profile I Service Bureau Compas age I Log Qut I
nformation Center
rNews Center Mo Mew Me
Contact Us roduct Options
Site Index
Payrall
rLog In
Employee Services Code Name
5405 Test Company 5495
5500 BJ'S BOUTIQUE
G | Led
el WCDM Company Code VCOM
n . WCWC Company Code wowe
ViewChoice _— i
Reports
* To launch a product, select the appropriate product tab and click on the company name hyperlink. A
new browser session will be launched.
User Agreerment and Privacy Policy
~
[&] ’_’_’_ # Internet v
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Select ViewChoice Reports

Selection of the company will display the ViewChoice Reports page for that
company.

To download the reports for a specific period press the Retrieve button on the
appropriate line.

The ViewChoice Reports Page displays:

e A Report Description (of the following report types)
o Payroll Reports

0 Quarterly Reports

o W2 Statements

0 1099 Statements

o0 Check History Reports
o]

e A Report or Period Date
e The name of the person who last downloaded the report
e The date the report was last downloaded

/3 Employee Services - Microsoft Internet Explorer [ 53
J File Edit VWiew Favorites Tools  Help

J d=Eack ~ = - (G} ﬁ| @ search (G Favorites  GliMedia £4 | - S A |JLinks »

Person who last
downloaded report

Report or Period

Description Downloated
Retrieve Payroll Reports for Check Date woz/2004  Bill Hicks 11/16/200
Retrieve Payroll Reports for Check Date 2/01/2004  Ken Bozarth 11/18/2004
Retrieve Payroll Reports for Check Date 3012004 MNever
Close X Retrieve Payroll Reports for Check Date 4/01/2004 Mever
PayChoice Reports Retrieve Payroll Reports for Check Date Sf01/2004 MNever
Retrieve Payroll Reports for Check Date S/01/2004 Mever
Retrieve Payroll Repaorts for Check Date 6012004 MNever
Retrieve Payroll Reports for Check Date 6/30/2004 Mever
Retrieve Payroll Reparts for Check Date 7f30f2004 MNever
Retrieve Payroll Reports for Check Date 8/30/2004 Never Date report was
Retrieve Payroll Reports for Check Date 9/30/2004 MNever last downloaded
Retrieve Payroll Reports for Check Date 11/01/2004 Mever
Retrieve Payroll Reports for Check Date 12/02/2004 MNever

Retrieve Quarterly Reports for Quarter 4 of 2004 Mever
Retrieve Quarterly Reports for Quarter 4 of 2004 MNever
Retrieve Quarterly Reports for Quarter 4 of 2004 Mever
Fetrieve Quarterly Reports for Quarter 4 of 2004 MNever
ieve W2 Statements for Year 2004 Never

Retrieve button on each
line

User Agreement and Privacy Policy

&) Done l_ l_ I_ | mtermet .
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Loading Reports on the Workstation

Pressing Retrieve downloads all reports that are available for that report

description.

Once pressed a dialog box will appear.

File Download x|

Some files can harm pour computer. [F the file infarmation belaw
looks suzpicious, or vou do not fully trugt the zource, do not open or
zave thiz file.

File name: 9333COM. #ve
File type:  “iewChoice Compreszed File

Frorm: hrl . orlineemnployer. com

“Wwiould you like to open the file or zave it to your compter?

Open |

v always ask before opening this type of file

Cancel More Info

Selecting Open will initiate the download and launch ViewChoice.exe

Version 1

Selecting Save will allow the user to save the file on the workstation for viewing

at a later date.

Closing ViewChoice Reports

Once the desired reports are downloaded the application can be closed by
pressing the Close option.
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