My HR Dashboard — Employee PTO Detail Report

My HR Dashboard Admin: https://spm.prismhr.com/spm/

Login with your username and Password

Click on the “Reports” Icon
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My Favorites My Support Team
Director of Compliance Enhanced HR Support Services
Dianna Lyon-Wagner Upgrade to Enhanced HR Service
((479)) 474-7752
: dianna@myhrpros.com upgradeservices@myhrpros.com
Benefits Support Services Occupational Safety Support Services
| Upgrade Benefits Services Upgrade Risk Services
((479)) 474-7752 ((479)) 474-7752
upgradeservices@myhrpros.com upgradeservices@myhrpros.com
Client Advocate Upgrade to W/C Services
Alicia Coombes Upgrade to W/C Services
((479)) 478-7752 ((479)) 474-7752
alicia@myhrpros.com upgradeservices@myhrpros.com
Recent Payrolls My Employees
Payroll Description Pay Date Employee Name Ext jork Work Email
Smith 11, John 118 479-474-7752 479-474-7764 ismith@myhrpros.com
SmithJane 149 479-474-7752 479-206-9040 kia@myhrpros.com
Test, Demo 144 479-474-7752 918-315-9517 chelsey@myhrpros.com
Test, Joshua 132 479-474-7752 479-474-7776 jtest@myhrpros.com
Test, Lauren
Test, Liam 133 479-474-7752 479-474-7779 liamtest@myhrpros.com

Click on “Employee PTO Detail Report
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https://spm.prismhr.com/spm/

Click “Employee Status”
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Year-End Date 12/31/2023 This will report on registers with a year-end date between 1/1/2023 and 12/31/2023

Select “Employee Status code” and click “Accept”

Employee Status Code Selection
Status Code Full Description
1 FA ACTIVE
2 O INACTIVE PER CLIENT REQUEST
3 Qic INDEPENDENT CONTRACTOR
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s OT TERMINATED
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Under “Report Type”, select PTO Absence Summary Report” and Click “Run”
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> ®A ACTIVE > x
Report Type PTO Absence Summary Report hd
Year-End Date 12/31/2023 | This will report on registers with a year-end date between 1/1/2023 and 12/31/2023




Employee PTO Detail Report will be generated.
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Active Employess With Status A

EmpID  Employee Name Accrued Thru  Year End Flan Description Canryover Accrued used Available Register
Date Troe
SMITH JANE A 11/12/2022  08/31/2023  PAID TIME OFF 0.00 0.00 0.00 0.00 PTO
Report Totals 0.00 0.00 0.00 0.00

Total Humber of Employees 1

*Please contact My HR Professionals if there are any adjustments needed*




