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Running Defined Reports 

The Reports menu lets the user see reports that have been published to Evolution Payroll from VMR, as 

well as process additional reports as needed. There are two report types identified that we refer to:  

• Defined Reports

Defined Reports can be generated from Evolution Payroll on demand. Published reports are generated in 

Evolution and sent to Evolution Payroll using VMR.  

Defined Reports 

Defined reports are company-level reports that can be generated by the user on demand in Evolution 

Payroll. These reports must be set up for the company in Evolution Classic on the Reports – Setup Reports 

screen. Refer to the Reports Menu Fields module for a list of available reports that can be generated in 

Evolution Payroll.  

1. Select the report from the list.

2. Click the Configure Report button.

Result: The parameters screen opens for the report being configured. 
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3. Click the tabs above the grid to access the report parameters. Each report can be filtered by
Payroll, Employee (EE), and Organization Level (Org). Parameters on each tab are specific to the
report that is being generated.

4. Click the Reports List button to return to the previous screen listing the Defined Reports.

Users can search for a specific report by using the Search for Report tool at the top of the table, or by using 

the filters as described in the Evolution Payroll Navigation module. 
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Generating a Report 

1. Select the report from the list of the Reports.

2. Click the Configure Report button.

3. On the Payroll Filter tab select the Starting Date and Ending Date to filter the payrolls to a specific
date range (optional), or use the Include field dropdown list to select from displaying All Payrolls or
Processed Payrolls only.

4. Click Apply to return a list of payrolls based on the filters selected.

5. Select the payroll(s) for which to run the report.

Note: Users must select at least one payroll to be able to select other filters and parameters or generate 
the report. 
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6. Click the EE Filter tab to select or deselect employees from the report. 

7. Click the Org Filter tab to filter by organization (D/B/D/T) level
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  symbol at the bottom of the menu bar once the report is 

10. Click Run This Report.

11. Click the Task Queue to view and print the report.

9. Click the Run Report tab to verify report parameter settings.

instructions for running the report, as well as the grouping and sorting methods to select from.

8. Click the Misc.Options tab to update parameters specific to this report. This screen offers
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