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1 # 7225–Benefit Category Report [Enhancement] 
The Benefit Category report is customizable and can be run as 
part of the periodic payroll warrant, on a set schedule, or on 
demand.  
 
This will report on all category codes that are set up on the 
Paycheck Category table.  
 
The list of fields is shown via the lookup when adding a field in 
the Paycheck Category Detail screen. The current list is shown 
on the left.  
 
If there are fields not shown here that you want to be included 
in the report, please contact support@admins.com to request 
the enhancement.  
 
 
Our most recent addition to the list was 
adding the warrant number at the request of 
one of our user sites. 
 

1.1 Setting up the Benefit Categories Report  

Begin by determining the category for the cost code to be reported on. Each Cost Code is associated with a Paycheck 
Category. The Paycheck Category code highlighted on the Cost Code table in the image is “BC”. To access the cost code 
table to see these codes, from the menu, select: 
 
 

Human Resources  Tables  Cost Codes 

  
 
In this case, there are 20 active cost codes in the “BC” paycheck category. 
 

mailto:support@admins.com
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1.2 Select Fields to include in the Report on the Paycheck Category Table 

The report columns shown on the report are defined on the detail page for each code on the Paycheck Category table. To 
select the fields that will be shown on the report, from the menu, select: 

Human Resources  Tables  Category – Paycheck  

 Select the Paycheck Category & click on [Detail].  

 On the detail screen, set the report frequency options. This report 
can be run on demand, or with every warrant, or periodically. 

 Choose the order (where this benefit code will be listed on the report 
– depends on what other codes are set up for the report.) 

 Choose fields for the report. Employee number and name are always 
included; up to eight additional columns can be specified. 

 

 
Figure 1 Selecting the options for this code 

1.3 Run the Report 

To run the report on demand, from the menu, 
select: 

Human Resources  Reports  Report Library  
By Paychecks/Other  #7225 Benefit Categories 

Enter a required check date range to limit the 
report to only the desired data. 

 
Samples are shown below. 
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Figure 2 The legend on the last page of the report will show what selections were made – shown is “Run as” PDF 

[ADM-AUC-HR-10597] 

1.4 Excel® Version  

To run the report, from the menu, select: 

Human Resources  Reports  Report Library  [4 By Paychecks/Other]  #7225–Benefit Categories 

  
 

 
Figure 3 Report #7225Benefit Category run as Excel®  


