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Reading Reports 

When a client switches from the Legacy Micropay platform to the new Evolution Payroll platform, there are numerous questions about 

where to find information on the new reports.  This document has been created in the hopes that it will help our clients through the mi-

gration process and have a smoother experience going forward. Please be aware that there are many reports that are specific to the 

client which is not going to be covered in this document. 
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The Check Reconciliation report a list of all the LIVE checks that are issued for the payroll that processed. This will also show 
any checks that are issued to agencies (Child Support, etc.)  

Check Reconciliation (S214) 
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The Cover Letter shows what was previously found on Legacy Micropay’s Cash Requirements report. This page shows the overall 
amounts for the payroll including billing, taxes, direct deposits and live checks. Please note that Net Pay pulls out all of the charges at 
once now and will not break down the numbers differently.  

Cover Letter  (S193) 

This section shows all of the net checks for 

the employees (Direct Deposits, Regular 

Checks, Manual Checks and Voids). 

This section breaks down the billing charge 

(which shows also on the invoice) as well as 

any agency checks that we write for the client  

Voids).  

In this section, you need to look at the Total 

Tax Liability row. This includes ALL taxes, 

both employee and employers. 

The final two numbers are as follows:  

• The first one is after everything above 

is included (the total cost of payroll. 

• The second one is what will be debited 

from their account (billing, direct depos-

its, taxes). 
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The Direct Deposit report shows direct deposits for every employee. This includes their routing number, the last four digits of the  
account number, the type of the account and the amount and if there was a pre-note involved to verify if the account is correct. 

Direct Deposit (S211) 
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The Input Worksheet Cover Letter and Input Worksheet are the same as the time sheets that the client received in the payroll  
packet through Legacy Micropay.  

Input Wksht Cover Letter (S360) | Input Worksheet (S351) 
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Payroll Register (S109) 

The Payroll Register in Evolution is the same as the Payroll Journal in Legacy Micropay. This report is sorted by Employee to-

tals but will also show totals by department.  

This column contains all of the employees Earnings. 

This column has the following information:  

• How much went into the employee’s Direct Deposit (if applicable) 

• How much was taken out for deductions (i.e. Disability, Paid Family Leave) 

• Please be aware that if a deduction had nothing taken out previously, it will still show up in this sec-
tion but just with a ‘0’ amount 

This column includes check information including number, date, amount, and type (Regular, Manual, or 

Void).  It also includes the main taxes the employer is required to deduct : 

• Federal and State Taxes (Including how they claim on their W-4 etc.) 

• OASDI (Social Security) and Medicare Deductions 
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Payroll Register (S109) 

The end of the report includes all of the information that was found on the last page of the payroll journal. 

• ER FUI = Federal Unemployment 

• ER SUI = State Unemployment  
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The Tax Report for Payroll report breaks down all of the taxes for the client with a separate section for federal taxes, state withholding, 
state unemployment and the re-employment information.  

Tax Report for Payroll (S247) 
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The Check Stub Detail report gives the client a copy of all of the check stub information that was printed for the payroll that just pro-
cessed. This does not include the check itself so if an employee needs a copy of a check stub, this is the report that the client will use 
to get that information.  

Check Stub Detail (S2590) 



11 

The Labor Distribution report is similar to what was run through Legacy Micropay as the Charge Journal and the Department Summary 
Report. This report breaks down, by department, the number of hours each employee worked along with the appropriate taxes that 
were taken out for those particular hours worked in that department.  

Labor Distribution (S1077) 
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Tax Notices is generated and sent to the client as part of the payroll packet when the State and Federal withholdings are due. In the 

examples below, you will see the client received two notices of tax due: one for NY state withholding, and one for the 941 federal de-

posit.  Please be aware that the client will only receive a notice for a state deposit if they go over $700. If they do not reach $700 in a 

quarter, it will show up as part of their quarterly reports to file.  

Note: These are provided to the client only if they are not on our tax service and pay their own taxes. 

Tax Notices (S341) 


