Reports for Payroll & Billing
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Overview

This article will walk through report suggestions for back office payroll and billing related information. For a full list
of report options we have available, check out Full Reports Manual.

*Note* You will need the correct Security Role in Enterprise or Security Group permissions in Beyond in order
to view these reports. For more information check out Reports & Administrators.

This article includes:

1. Time & Pay Reporting

2. Profit Analysis

3. Tax Reports

4. Invoice Related Reporting

5. Balancing your AR

Time & Pay Reporting

We recommend the following reports to help keep track of time entered and checks processed in your system.

e Throughout the week, pull the Missing Timecard Report to see what timecards we were expecting to pay this
week but have no time entered on them yet

e Check out an overview of all your checks with the Check Register Report

e Tobalance your ACH file and review your electronic deposits, check out Direct Deposit Register Report

e Double check all electronic payments have been pulled into your ACH files with the ACH Verification Report

e Use the Check Sign Off Report to keep track of which employees have picked up their checks from onsite

locations



Branch |Canada Test, CardiffUK, Eag v| Date Filter On | Check Date v

Start Date |2/26/2013 | End Date |37472018
——
1 of 1 b | @ e B H- | 100% - Find | Next
Check Register ,
High Tech Staffing Entity Level (Hierld 2) ) te m pWQf’kS
> QO F W AR E

Checks between checkdate 2/25/2018 and 3/4/2018, grouped by branch, sorted by employee

name, from the following branches: '(All Branches Selected)’.

Employee S5N ePay Chk Id Check # Check Date Gross Taxes Adjustments Het

Eagan

Smith, John HoK-HX-3T 43 42950314 52377 2282018 5240.00 321.16 £0.00 5218.84
78

Eagan Totals 1 check $240.00 $21.16 $0.00 $218.54

Memphis NE

Abootorabi, Deborah J KoK=~ 545 ] 42950314 52361 2/26/2018 51,750.00 £438.82 £134.33 81,176.85
69

Acosta, Davis HoK-xx-4588 42950315 -52378  2/28/2018 ($360.00) (876.53) £0.00 (5283.47)
27

Acosta, Davis Hok-x-4558 42950314 52378 2282118 £350.00 $76.53 £0.00 5283.47
77

Dell, Charlie HK-XX-2123 42850314 52357  2/26/2018 £210.00 240.34 20.00 5169.66
66

Pint, Anders HOOK-HX-T 354 E 42850314 52358  226/2018 50.00 50.00 (54.00) 54.00
67

Memphis NE Totals 5 checks §1,960.00 §479.16 §130.33 §1,350.51

Profit Analysis

Looking to double check your numbers? Looking to see how sales is doing? Check out the following reports to help
keep track of your earnings.

e For anoverview of the important numbers, check out the Management Report

Utilize the Gross Profit Summary Report & Gross Profit Detail Report to review your gross profit amounts

Check out the Scorecard Report to look at detailed gross profit transactions per sales team or rep

To see the sales growth over the last 4 weeks, check out the Sales Analysis Four Week Comparison Report



End Date [12/19/2017 HH

1 of 2 b M

Sales Analysis Four Week
High Tech Staffing

Sales for weekend bille between 121192017 and 11/21/2017, from the folowing selected branches: '(All Branches Selected).

® & B -

Branch |Canada Test, CardiffUK, Eag v

100% <

Find

Mext

Entity Level (Hierld 2) qgf te m pWO rks

Customer 1212412017 1211712017 121102017 1232017
Sales |Margin |Hours Sales |Margin |Hour= Sales |Margin |Hours Sales |Margin |Hours
Branch: Eagan
Pete's Pizza and Plumbing |$3,487.50 -29.07% |209.50
Shifty Sushi 582000 7.03%  [40.00
Branch: Eagan Totals: 0.00% 0.00% |54,407.50 -21.54% |249.50 0.00%

Branch: Memphis NE
123 Nursing 533124 4351% |13.00
Aardvark Industries Inc S$800.00 31.64% |32.00
ABC Manufacturing $192.00 2836% (8.00
Vandy Enterprises 57,455.42 9.93% 217.20 $6,977.75 20.46% |195.70

Branch: Memphis NE Totals:|$992.00 31.01%  (40.00 §7,830.66  [11.36% (230.20 0.00% $6,977.75  |20.46%  |195.70
Branch: Memphis SE
123 Nursing 50.00 0.00%  [(40.00)
Aloha Cookies 51,026.00  [31.87% [40.00
Alpaca Heaven £104.00 12.01% |8.00
Alpha Electric $616.25 1882% (25.00 51197750 |361%  (529.00 57,062.00 [18.36% [265.00 5493.00 100.00% |20.00
Beta Electric $3,763.96 24.89% |156.00
Blyss Cosmetics $928.00 20.80% (40.00 51,484.80 19.90% |64.00 [$1,585.60 29.36% |70.00
Cook Personnel $1,249.60 2034% [40.00
Cowles Center Inc. 521000 24.35% |14.00
ECWTestDiscount $281.60 -88.20% (32.00
Handyman LLC §1,020.00 24.04% (34.00

Tax Reports

The following reports are all related to keeping tabs on tax amounts throughout the year. Keep in mind, we

recommend always running tax reporting by check date.

e Use the Tax Deposit Report to take a look at an overview of employee and employer paid taxes

e Check out the Federal Tax Deposit Report & State - Local Tax Deposit for specific tax deposit amounts

¢ |fyou live somewhere where sales tax is applicable and have set up sales tax in the system, check out the

Sales Tax Deposit

Start Date |1/1/2016 a
Employer | High Tech Staffing L~
Branch Canada 2, Canada Te: v

1 of 1 (&

Federal Tax Deposit
High Tech Staffing

& EuE- ij Find

End Date |3/31/2016 @
Date Filter |Check Date v

Next

Entity Level (Hierld 2)

Federal taxes withheld from checks with a Check Date between 1/1/2016 and 3/31/2016, from the
following selected branches: '(All Branches Selected).

% tempworks

Branch Name EFica CFica EMed EMed Sup CMed Fed Inc Tax Total
High Tech Staffing L FEIN: 021212212 EINC: 0
CardiflukK $24.63 $24.63 $5.76 $0.00 35.76 $44.17 $104.95
Memphis NE $1,432.72 $1,432.72 $335.08 $0.00 $335.08 $2,897.13 $6,432.73
Memphis NW $325.69 $325.69 $76.18 $0.00 $76.18 $447.30 $1,251.04
Memphis SE $12,089.79 $12,089.79 $2,827.54 $0.00 $2,827.54 $22,223.08 $52,057.74
Memphis SW $7.626.41 $7,626.41 $22,685.34 $12,240.00 $22,685.34 $617,167.67 $690,031.17
High Tech Staffing L Total: $21,499.24 $21,499.24 $25,929.90 $12,240.00 $25,929.90 $642,779.35 $749,877.63
Report Total: $21,499.24 $21,499.24 $25,929.90 $12,240.00 $25,929.90 $642,779.35 $749,877.63
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Invoicing Related Reports

Utilize the following reports to keep track of the invoices being processed in your system.

e Check out the Invoice Register Report for an overview of the invoices processed

e Use the Invoice Aging Report to check out invoices that still have a balance or credit

Branch |Canada Test, CardiffUK, Eag v| Date Filter |Weekend Bill Date

Start Date [17172018 |E End Date [1/30/2012 =
Custormer Filter | | Group By |Cust0mer - Department v |
——
1 of 2 b M % & E @ HE- | 100% - Find | Next
Invoice Register A
High Tech Staffing Entity Level (Hierld 2) % tempworks
] SOFTWARE
Activity from 1/1/2018 through 1/30/2018 by Weekend Bill Date, grouped by Customer - Department, from the following selected branches: (Al

Branches Selected)’.

Invoice NHumber Customer Customer ID Weekend Bill Due Date Amount Paid Balance Past Due DsSO
ABC Broom co - Primary  1D: 4295010910
47887 ABC Broom co 4255010910 1212018 2M&2018 52,540.00 30.00 52 540.00 4 days
Group Totals: 1 invoice $2,540.00 50.00 $2,540.00
AIG - Primary 1D 4295013327
47383 AlG 4205013327 11212018 2132018 S544 00 £0.00 S544 00 10 days
Group Totals: 1 invoice §544.00 $0.00 $544.00
Alpha Electric - Primary  1D: 4295012462
881 Alpha Electric 4205012462 1142018 NTRE %1,103.60 20.00 %1,103.60 13 days
Group Totals: 1 invoice $1,103.60 $0.00 $1,103.60
Alpha Electric - Shipping  1D: 4295012473
675 Alpha Electric 4205012473 1142018 3162018 51,080.00 20.00 51,080.00 14 days
632 Alpha Electric 4205012473 1142018 IMTR2018 2154400 20.00 21,544.00 13 days
Group Totals: 2 invoices $3,024.00 $0.00 $3,024.00
Balancing Your AR
Balancing your accounts receivable can be difficult. Below is an example way to double check your AR balance.
Keep in mind that your reports might be customized and work differently than the default example here.
1. Runthe Invoice Aging Report as of 1/31 and take the ending balance
Sabre 12472020 48666 $8,567.48 20.00 $8567.48 30.00 20.00 20.00 $8,567.48 7
Sabre 1124/2020 48667 52,554.34 £0.00 §2,554.34 50.00 £0.00 £0.00 £2,554.34 7
Sharla's Sandals 1242020 43658 5144018 50.00 2144018 30.00 50.00 50.00 51,440.18 T
Charlie's Canvas 113172020 1563516 §933.75 20.00 50933.75 50.00 20.00 20.00 8833.75 0
Cascades —
Group Totals: $766,204.35  ($1,500.00) $66,297.36  §33,178.00 §346,776.33  $321,753.16 | $768,004.35 |33,3\zo,umm 288.95
Percentage of Total Balance: 8.63% 4.32% 45.15% 41.89%

2. Add the total amount from the Invoice Register Report run for 2/1-2/29



Branch Eagan ~ Date Filter | Weekend Bill Date [
StartDate  [2/1/2020 |  EndDate [2/29/2020
Customer Filter | | Group By | Branch w
——
1 of 1 @ | B aE- | 100% - Find | Next
Invoice Number Customer Customer ID Weekend Bill Due Date Amount Paid Balance
[Rep iy SIaTa = Sdarudrs BLTOUTHET O, ENZNITET WEINZTET STU T TO.00 SUUU STU T TO.C0
48673 Welder Association 4255014764 222020 2MS2020 5830.00 5830.00 20.00
1563576 Welder Association 4255014764 2182020 31502020 55,060.00 £0.00 §5,050.00
1563635 Welder Association 42595014764 2232020 IM32020 $5,018.50 30.00 35,018.50
Group Totals: 36 invoices $56,814.26 $9,403.95 47 440.31
Report Totals 36 invoices | $56,514.26 | $9,403.95 $47,440.31
nace 1 of1 oenerated S/4/2020 10:31:40 AM bv TEK

3. Subtract the total amount from the Invoice Payments Report run 2/1 - 2/29

Branch Eagan ~ Date Filter Payment Date ~ Vie
Action Adjustment, Clearing, Creat ~ Reason (none), Bank Fees, CashlnA¢ ~
Show Invoices by Merged Invoice Group By Customer ~
Start Date 2/1/2000 End Date 2/29/2020
Customer Name | | Inveice Number | |
2
M 4 2 of 2 @ | E M E- | 0% - Find
ZM2/2020 Sharla’s Sandals 4295014752 48568 5147018 (none) Adjustment £30.00
212012020 Sharla’s Sandals 4295014752 48568 5147018 5555 (none) Payment 5141018
ZM2/2020 Sharla’s Sandals 4295014752 48568-1 ($30.00) (none) Adjustment ($30.00)
ZMZ2020 Sharla’s Sandals 4295014752 48568-1 ($30.00) (none) Adjustment ($30.00)
2MTIZ020 Sharla’s Sandals 4285014752 zz1234 5000 1324 CashinAdva Payment $300.00
nce
22512020 Sharla’s Sandals 4295014752 ZZ1234 50.00 13453 (none) Payment £2,000.00
22512020 Sharla’s Sandals 4295014752 ZZ1234 £0.00 ZeroBaladj Adjustment (5200.00)
Sharla's Sandals Totals: 19 payments $5,800.00
Eagan Totals: 39 payments $21,383.75
———
Report Totals 39 payments $21,383.75

4. This number should match the final balance on the Invoice Aging Report as of 2/29
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