
 

 

Paycheck Protection Program 
 
Below you will find instructions on how to run a custom G&A Partners report, which 
provides the data necessary to complete your Paycheck Protection Program (PPP) loan 
application.  
 
Please note, the information contained within the report only provides data for the 
duration you have been a G&A client and for the requested time period, as well as, only 
representing payroll and/or benefits processed within our system.  
 
To complete your PPP loan application, you will also need a PEO relationship letter that 
acknowledges your relationship with G&A Partners as well as a letter from NAPEO that 
further supports your PEO relationship. These files can be found on G&A Partners’ 
client resources COVID-19 page: https://go.gnapartners.com/covid19-client-support.  
 
With the report obtained from the instructions below and the two PEO relationship 
letters from the G&A client resources COVID-19 page, you will have sufficient 
information from G&A Partners to complete your PPP loan application. 
 

SBA Loan Application Payroll Data Report 
How to Process the Report in Informer 
Follow the instructions below to process the SBA Loan Application Payroll Data report. 
 
Log in to WorkSight                         

                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
                  
    



 

 

From your homepage, click on Go to PrismHR on the Management Portal tile. 

 
Type “Informer” in the PrismHR search bar and click on Informer (Ad Hoc Reporting) to 
access the Informer Reporting Tool.      

Informer will open in a separate window.   
 
 
 
 
 
 



 

 

Enter the report name “Paycheck Protection Program” in the search bar under Reports 
Listing and click enter.      

 
Four reports with the report name beginning with “Paycheck Protection Program” will 
come up.   

1. Paycheck Protection Program - SBA Loan Application Payroll Data 1/1/19 to 
12/31/19 

2. Paycheck Protection Program - SBA Loan Application Payroll Data 4/1/19 to 
3/31/20 

3. Paycheck Protection Program - SBA Loan Application Payroll Data Annual Open 
Dates 

4. Paycheck Protection Program - SBA Loan Application Payroll Data Clients with 
less than one year of payroll with GNA 

 

 
 



 

 

Select the report that applies to your company by double clicking on the report name.  
 

If needed, your Company ID can be found on the PrismHR home page, in parenthesis 
to the right of your client company name.                  
                            
1. Paycheck Protection Program - SBA Loan Application Payroll Data 1/1/19 to 
12/31/19 
Click on the DATA tab 
Enter your G&A Company ID and click Launch Report 
The report will automatically be generated to reflect data for a date range of 1/1/2019 to 
12/31/2019 
Click Launch Report 
 

 
2. Paycheck Protection Program - SBA Loan Application Payroll Data 4/1/19 to 
3/31/20 
Click on the DATA tab 
Enter your G&A Company ID and click Launch Report 
The report will automatically be generated to reflect data for the preceding 12 months 

• Example:  
o A report requested in April 2020 will reflect data for 4/1/2019 to 3/31/2020 

Click Launch Report 



 

 

 

 
3. Paycheck Protection Program - SBA Loan Application Payroll Data Annual With 
Open Dates 
Click on the DATA tab 
Enter your G&A Company ID 
Enter the date range for the data needed  
Click Launch Report 
 



 

 

4. Paycheck Protection Program - SBA Loan Application Payroll Data Clients with 
less than one year of payroll with GNA 
Click on the DATA tab 
Enter your G&A Company ID 
Enter the date range for the data needed  
• Example: If you joined G&A in June 2019, enter a date range of 6/1/2019 to 

3/31/2020 
Click Launch Report 
  

 



 

 

When the report is complete, you will see your report data in the Report Results fields. 
                    

 
 
 
Click on Export Results to export the report to Excel. 
                                

    
 



 

 

Click on Excel Comma-Separated Values (CSV).              
  

 
 
 
Click on Export. 
 

 
 
 



 

 

Your report will then be downloaded and appear at bottom left corner of your screen. 
 


