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Running Enterprise Reports 

 

To run Reports  in Enterprise select the Reports  tab at the t op of the screen.  This will display a screen similar to the 

one below: 

 

The first screen displayed in the Reports  area is the My Favorites tab.  This tab allows you to select Reports  that you 

use frequently and save them as ñfavoritesò so that they can be easily accessed upon opening this section. 

 

 

 

To add a Report  to the list on your My Favorites tab 

select either the All  tab or one of the other record/topic 

specific tabs from the tabs displayed on the right side of 

the Reports  screen.  Then either right -click (shown left) 

on the Report from the list on the left and select Add to  

Favorites  or click on the  button at the bottom, middle 

of the screen.   
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To run a Report , select it from the list in the My Favorites tab or one of the other record/topic specific tabs displayed on 

the right side of the Reports  form. 

 

 

 

 

*Note - Depending on the Report  selected the fields displayed at the top of the Report Viewer may be different than 

what is displayed above. 

To remove a Report  from the list on your My Favorites 

tab select it from the list on the left and then either right -

click (shown right) and select Remove from Favorites or 

click on the  button at the bottom, middle of the My 

Favorites screen. 

Then right-click and select View Report from the menu 

displayed (shown left)  or click on the  button at the 

bottom, middle of the Reports  form.  A view similar to 

the one below will be displayed. 
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In the example above the user can enter the StartDate, EndDate, select the Branch from the drop down menu and filter for 

AIdent (unique Employe e ID) or Customer  by entering the Customer  name in the Customer Filter field.  Once these 

fields have been updated, click on View Report to refresh the Report Viewer with the new information.  

 

 

To page through the Report  in the Report Viewer use the  button to go to the next page or the  button to skip to 

the last page.  To move back one page in the Report  click the  button or select  to return to the first page.  

Between these buttons it lists the page number currently displayed of ñXò number of total pages in this Report .  To print 

out the Report , click on the  button (as circled above), select the printer to send it to , then click Print. 

 

 

To export the Report  into another file format, click on the  

button and select the format from the drop down menu.  Choose 

a File Name and the location where the document should be 

stored.  Then click Save to complete the export.  
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Above is an example of the how the Employee Hours Report  exports to an Excel spreadsheet. 

 

*Note ï When exporting to Excel, the first page of the file will be the Document Map.  You will need to click on the Sheet1 

tab at the bottom of the screen to display the Report  itself. 

 

The next section of this document lists out the ñstandardò Reports  offered in Enterprise by category and includes screen 

shots of what these reports look like.  
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Reports Available from the Employee Actions Bar 

 

To run the following Reports , open the Employee  record of the person whom the Reports  should be created for, then 

from the  Actions Bar at the top of the Employee  screen click on the Reports drop down menu (shown below). 

 

Select the Report  from the list displayed to open.  Enter the StartDate and EndDate field values and then click on View 

Report. 

Employee Transaction Report 

Displays a list of the Transactions (both billable and payable) for the Employee  record during the date range selected. 
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Employee Wage Statement 

A Report  of the Employeeôs wages for a specified date range which can be used as proof of employment. 

 

Employee Reports 

 

These Reports  are found in the Employee tab of the Reports  section.  Follow the directions covered previously in this 

document to run.  

Active Employees 

A list of all Employees  that are currently in ñActiveò status. 
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Deactivated Employees 

A list of all Employees  that are currently in ñInactiveò status. 

 

Employee Birthday List 

All Employees  with birthdays within the month selected.  
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Employee Contact Info 

The ñCell Phoneò, ñPhoneò, ñOffice Phoneò, and ñEmail Addressò for Employees  within a Branch. 

 

Employee List 

A list of all Employees  that displays their Assignment  Status and Active Status. 
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New Hires 

Displays a list of Employees  that had transactional data during the date range selected, but none for a specified  period 

prior to that.  
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Financial Reports 

These Reports  are found in the Financial tab of the Reports  section. 

Gross Profit Detail 

Detailed profitability list by Customer .  
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Gross Profit Summary 

Total gross profit listed by Rep. 

 

Invoice Aging 

List of all open Invoices  and their current aging status.  
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Invoice Payments 

A list of all Invoice  payments posted during the selected date range. 

 

Invoice Register 

A list of all Invoices  created during the date range by Weekendbill Date. 
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Management Report 

Displays Payroll , Invoice , and Tax information for the selected date range by Weekendbill Date. 
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Rep Productivity 

Lists actions that users have taken to schedule interviews, Employee  calls, creating Orders  and Assignments . 
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Tax Deposit 

Shows totals for the specified date range of each Tax that needs to be paid. 
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Top 25 Customers 

Lists the 25 Customers  with the highest Invoice  totals for the specified date range.  
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Worker Comp Summary 

Totals the Worker Comp owed for the date range based on the Weekendbill Date. 

 

Worker Comp Breakout 

Gives the Worker Comp owed per Employee  for the date range based on the Weekendbill Date. 
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AR Aging as of Cut off date 

Aging on Customer  Invoices  up to the specified Cut Off Date. 

 

AR Aging Summary 

Summary of Invoice  Aging totals per Customer . 

 

 

 

 

 



                                         
(continued) 

 
 

 

© 2005, TempWorks Software, Inc.  All rights reserved                             Page 20 of 42 

Customer List First Invoice 

List of new Customers  and their first Invoice s that were processed during the specified date range. 
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Garnishment Report 

Breakdown of all garnishments that need to be paid for the specified date range, including Case Numbers and remittance 

addresses. 
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Short Pay Invoices 

A list of Invoices  where a partial payment was posted. 
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Tax Deposit Breakout 

Lists out all Taxes that need to be paid per Employee  for the specified date range. 
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Unemployment Tax 

Displays the totals of the FUTA Tax withheld per Employee  during the specified date range. 
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Order and Assignment Reports 

These Reports  are found in the Order & Assignment tab of the Reports  section.   
 

Assignment Calendar 

Displays new Assignments  that started during the selected week.  
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Assignment Register 

A list of Employeeôs Assigned  with Start Dates occurring during the specified date range. 

 

Filled Assignment Report 

New Assignments  created during the specified date range. 
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Open Orders 

List of all open Orders  with a Start Date within the specified date range.  
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Sales Reports 

These Reports  are found in the Sales tab of the Reports  section. 
 

Customer List 

List of all Customers , their Account Manager, location, Status and Activation Date. 
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Recent Contact Messages 

List of all Messages made within the  last ñXò number of days. 

 

Active Customer Contacts 

Displays Contact Methods for Customer  Contactôs that are currently in ñActiveò Status. 
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Contact Birthday List 

Displays the Contact  name, Birth Date (in any month), ñOffice Phoneò and main address. 

 

Marketing Calls 

Displays the Contact  name, Birth Date (in any month), ñOffice Phoneò and main address as well as the last Message 

logged to their record.  
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Proofing Report 

The following Report  can be opened by clicking View Transaction Summary Report from the last screen in the proofing 
wizard or by selecting View Proofing Report from the Proofing option in the Payroll and Invoicing  from within the 
Pay/Bill  tab.  After View Proofing Report is clicked, a form will be displayed that shows all of the sessions.  Select the 
session then click View Report at the bottom of the form.  

 
Timecard Session Review 
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Time and Pay Reports 

These Reports  are found in the Time & Pay tab of the Reports  section. 

 

Check Register 

List of all Paychecks  issued per Employee  based on Check Date for the specified date range. 

 

 

 

 

 






















