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Paychex Additional Report

How to Download the Retirement Plan Data Report

If you have access to Custom Analytics, you can download the Retirement Plan
Data Report by following the steps below. If you do not have access to this
report, skip these steps and proceed to the next report, the Diversity and Equal
Pay Report.

1 On the Dashboard page of the Paychex Flex website, select Custom Analytics
from the available options.
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2 Once the new window is open, locate the search bar at the top of the page and
type Retirement Plan Data. Find the report in the search results and click Open
to access it.

3 In the section Choose Dates, select Period End Date. In the Begin Date section,
enter the start of the date range and in the End Date section, enter the end of the
date range. Refer to the census request to ensure you use the correct year for
both fields. Then click OK to proceed



3

4 Ensure these dates match the period provided in the census request. Scroll to the
right

5 Once you scroll to the right, you will find the Tax ID option. Select Show All Digits
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6 Once the report is open, go to the bottom left corner. Click on Export
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7 A dropdown menu will appear and them select Excel 2007+

8 The file will be saved automatically to your Downloads folder
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How to Download Diversity and Equal Pay Report

9 On the Analytics & Reports page, In the Menu Live Reports Select on View all
Report
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10 Once the Live Reports menu is open, select Diversity and Equal Pay.
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11 After opening the Diversity and Equal Pay menu, select the Diversity & Equal
Pay option to proceed.

12 When the Diversity and Equal Pay report is open, ensure that no filters are
applied. Then, click on Columns.
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13 In Column Settings, select Add Columns.

14 In the Add Columns section, ensure that you select all the relevant categories and
their subcategories. A total of 64 columns should be selected. Once done, click
Apply.
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15 Close the Column Settings
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16 Once back in the Diversity and Equal Pay report, go to Details and then click on
the save icon

17 Once you click the save icon, scroll-down menu will appear. From the menu, select
Report Details Excel (XLSX) to save the report.
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18 The report will be saved automatically to your Downloads folder
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