
Easypay Report Guide 

You can use Easypay reports to generate wage information necessary to calculate Canada Emergency 

Wage Subsidy (CEWS) 

All the information we require to assist you with calculating the (CEWS) can be easily run in Easypay 

using “Click and Pick” reports. If you run the following reports for each pay period starting at PP01 and 

send us the text files we can easily convert to Excel and complete calculations for you. 

It is important that you name each spreadsheet properly and provide them in “Text” file format. 

Once complete email the manager or partner of your account the information. 

• Use Easypay Click and Pick Reports 

 

o All employees all departments (see settings screen shot) 

o Name the report 

o Gross pay for the pay period 

o Use the last design tab to ensure all information fits on a single row 

o Preview the report.  If it fits on one row, hit the save icon and create the text file 

 

We have attached screen shots to help you set specifics. 

 

 



 

 

 

 

 

 



 


