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Report Management System (RMS) 

Report Management System (RMS) that manages all reports for reporting purposes and data analysis. It allows 

users to preview, subscribe and create the reports. All the reports listed under RMS are standard, client-specific, 

and reports created by the clients. These reports provide records information of all other applications. 

Report Type 

1. Paginated Report  

A Paginated report is a type of report that is designed to fit well on a page and can be shared. They can be 

perfectly printed on multiple pages. They display all data in a table, even when the table spans many pages. 

Depending on the reports, the design of the reports will vary. 

2. Tabular Report 

A Tabular report is a type of report that displays records in columns and rows with headers forming a grid 

pattern. Users can preview the records in a table grid arrangement. All the reports pattern under this type are 

similar. 

The tabular reports are categorized into two different types.  

1) Spreadsheet Report  

Tabular reports that are created by Aqore users like a standard report or a client-specific custom report falls 

under the Spreadsheet Report. Users can preview the records in a table grid arrangement. All the records are 

arranged in rows and columns. All the fields are sized according to the records present in them. 

2) Report Builder Report 

The tabular reports that are created using the report templates are categorized as Report Builder Report. 

Users can create their reports using multiple templates. 
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Report Functionality 

1. Preview Report 

Users can open the report and preview it with selected filter/parameter data. 

 

➢ To view a paginated report, double-click on the report you want to preview. 

• Enter the filter/parameter data to preview the report 

• Click on the Preview icon 

• The report will be displayed as below: 
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➢ To view a tabular report, double-click on the report you want to preview. 

  

• Enter the filter/parameter records to preview the report 

• Click on the Run report icon 

• The report will be displayed as below 
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Note: An asterisk ‘*’ in the report parameter refers to a required field. 
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Report Option 

1. Shareable 

The report that is only available in RMS is categorized under the shareable report option. 

 

2. Application 

The report that is available in other applications except RMS is categorized under the application report option. 

 

3. Application and Shareable 

The report that is available in both RMS and other applications is categorized under the application and 

shareable report option. 
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Report Category 

RMS reports are categorized depending on the report details. It has three main report categories. They are: 

1. Front Office Reports 

2. Back Office Reports 

3. Other Reports 

1 Front Office Reports 

The report details that are related to the front office are categorized under the front office reports 

category. It has various sub-categories. They are: 

1. Customer Reports 

2. Employee Reports 

3. FO Management Reports 

4. Jobs & Assignment Reports 

5. Recruiting & Onboarding 

Based on the sub-categories, the reports are categorized. 

2 Back Office Reports 

The report details that are back-office related are categorized under the back office reports category. It has 

various sub-categories. They are: 

1. Accounting/GL Reports 

2. Accounts Payable Reports 

3. Accounts Receivable Reports 

4. BO Management Reports 

5. Gross Profit/Transaction Reports 

6. Invoice Reports 

7. Payroll Reports 

8. Timesheet Reports 

9. Vacation Accruals Reports 

Based on the sub-categories, the reports are categorized. 
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3 Other Reports 

The report details that are related to other categories are categorized under the other reports category. It has 

various sub-categories. They are: 

1. Admin Reports 

2. Common Reports 

3. Log Reports 

4. Management Reports 

5. Unemployment Reports 

6. Utilities Reports 

7. Uncategorized Reports 

8. Work Injury Reports 

9. Year End Reports   

Based on the sub-categories, the reports are categorized 
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PART 1 

Front Office Reports 
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1 Front Office Reports 

1.1 Customer Reports 

1.1.1 New Customer Report 

This report shows all new customers that have a new job order entered for the first time in a given date 

range. 

Report Details  

Parent Category: Front Office  Report Type: Spreadsheet  

Category: Customer  Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Customer  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Start Date 

 

Filters the first job inserted of 

the customer from the date 

provided 

  Yes 

End Date Filters the first job inserted of 

the customer up to the date 

provided 

  Yes 

Company Filters records by companies 

selected  

List of companies 

that the users 

have access to 

 No 

Office Filters records by offices 

selected  

List of offices for 

the company 

selected 

 No 

Report Column 

Report Column Description 

Date Entered  The date refers to the customer’s inserted date 

Job Inserted Date The first job created date under the customer 

between the provided date range 
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Report Preview 
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1.2 Employee Reports 

1.2.1 Active Employees Report   

This report shows all active employees inserted between the provided date range.  

Report Details  

Parent Category: Front Office   Report Type: Spreadsheet   

Category: Employee  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Employee  

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Insert Date 

From  

  

Filters the active 

employee from the date 

provided  

    Yes  

Insert Date 

To  

Filters the active employee up 

to the date provided  

    Yes  

Company  Filters records by companies 

selected   

List of companies that 

the users have access to  

  No  

Office  Filters records by offices 

selected   

List of offices for 

the company selected  

  No  
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Report Preview 

 

 

1.2.2 Background Check Report   

This report shows the records from the background check form which was completed by an employee.  

Report Details   

Parent Category: Front Office   Report Type: Spreadsheet  

Category:  Employee  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Employee  

   

Report Parameter  Description  Parameter 

Option  

Default Required

  

Background Check 

Insert Date From  

Filters records from the background 

check inserted check date  

     Yes  

Background check 

Insert Date To  

Filters records to the background check 

inserted check date  

      Yes  

Show Details  Filters the records to show detail record 

if yes is selected, else shows summary 

data  

      No  
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Report Preview  
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1.2.3 Employee Assignment Survey Report  

This report shows the records from the employee assignment survey form which was completed by an 

employee after the end of each assignment. 

Report Details 

Parent Category: Front Office   Report Type: Spreadsheet  

Category:  Employee  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Employee  

 

Report 

Parameter  

Description  Parameter Option  Default  Required  

Date Type  Filters records by the Date 

Type selected  

Task Insert date/ Task 

Completion date  

   Yes  

Start Date  Filters records by the Date 

Type parameter  

      Yes  

End Date  Filters records by the Date 

Type parameter  

      Yes  

Company  Filters records by companies 

selected   

List of companies that users 

have access to  

   No  

Office  Filters records by offices 

selected   

List of offices for the   

Company selected  

   No  

  

Report Preview  
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1.2.4 Employee Bank Detail Report 

This report shows the bank account details of all employees having bank account setup. 

Report Details 

Parent Category: Front Office  Report Type: Spreadsheet 

Category: Employee Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Person  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Company Filters records by 

companies selected  

List of companies that 

users have access to 

 No 

Office Filters records by 

offices selected  

List of offices for the 

companies selected 

 No 

 

Report Preview 
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1.2.5 Employee Summary Report 

This report shows the summary of employee’s basic information like assignments, user type, date type, 

comments, and other extra values.   

Report Details 

Parent Category: Front Office  Report Type: Paginated  

Category: Employee  Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: Person  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Person Id Filters records by person 

Id 

 0 Yes 

Report Preview 
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1.2.6 Essential Staff Care Report 

This report shows information filled by employees in the Essential Staff Care enrollment form including 

declining or acceptance of different plans. 

Report Details 

Parent Category: Front Office  Report Type: Spreadsheet 

Category: Employee  Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: Person  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Insert Date 

From 

Filters the task saved 

date from this date 

  Yes 

Insert Date To Filters the task saved 

date to this date 

  Yes 

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 Yes 

Office Filters records by offices 

selected  

List of offices  

or the company 

selected 

 Yes 

Person Id Filters records by person 

Id provided 

  No 
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Report Preview 
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1.2.7 Invalid Routing Numbers Report 

This report shows the list of employee bank account having invalid routing numbers.  

Report Details 

Parent Category: Front Office  Report Type: Spreadsheet 

Category: Employee Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Person  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Start Date Filters records by the Date 

Type parameter  

  Yes 

End Date Filters records by the Date 

Type parameter  

  Yes 

Report Preview 
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1.2.8 Money Network Report 

This report shows the details of the newly hired and rehired employees with Money Network Bank 

within a provided date range.  

Report Details  

Parent Category: Front Office  Report Type: Spreadsheet  

Category: Employee  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Person  

  

Report 

Parameter  

Description  Parameter 

Options  

Default   Required  

Start Date  Filter records from the provided date     Yes  

End Date   Filter records to the provided date     Yes  

Report Preview  
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1.2.9 Person Resume  

This report generates the resume for the person that includes skill, employment, education, interview as 

per the records in the Zenople.  

Report Details 

Parent Category: Front Office  Report Type: Paginated  

Category: Employee  Report Runs from Application: ATS, NHO, EIS, RMS 

Report Category: Application and Shareable  Report Level: Person  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Person Id Generate resume by a person Id 

provided. Multiple Ids can be 

provided separated by commas. 

 0 Yes 
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Report Preview  
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1.2.10 Texting Detail Report 

This report shows all details of any texting sent from and received in the Zenople system. It can be used 

to identify specific text's delivery time or to find the total count of texts. 

Report Details 

Parent Category: Other  Report Type: Spreadsheet 

Category: Log  Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Person 

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Insert Date 

From 

Filters SMS inserted from this 

date 

  Yes 

Insert Date To Filters SMS inserted to this 

range 

  Yes 

Phone Profile 

Name 

Filters SMS for the selected 

profile 

List of all phone 

profile name 

 No 

SMS Type Filters Inbound and Outbound 

SMS 

Inbound/  

Outbound 

 No 

Show Detail Shows details of records 

when selected Yes and show 

summary records when 

selected No 

Yes/ No  No 

Sender Filters SMS by sender name   No 

Receiver Filters SMS by receiver name   No 

Status Show a list of SMS status as 

per selected SMS status 

  No 
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Report Preview 
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1.2.11 W2 Electronic Disclosure Consent Report 

This report shows new hire records with their status of W2 electronic consent. 

Report Details 

Parent Category: Front Office  Report Type: Spreadsheet  

Category: Employee  Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Person  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Hire Date 

From 

Filters records by the date 

of hired from  

  Yes 

Hire Date To Filters records by date of 

hired to  

  Yes 

Company Filters records by 

companies selected 

List of companies 

that users have 

access too 

 No 

Office Filters records by offices 

selected 

List of offices  

for the company 

selected 

 No 

Electronic 

Disclosure 

Consent 

Filters records by consent 

selected 

Yes/No/All  No 

 

Report Preview 
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1.3 FO Management Report 

1.3.1 Turn Over Report  

This report is used to provide employee turnover rates of the employees that were actively working or 

ended their assignment within the date range. This report can be filtered by client/job.  

Report Details  

Parent Category: Front Office Report Type: Paginated   

Category: FO Management Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Customer   

   

Report 

Parameter  

Description  Parameter Options  Default   Required  

Start Date  

   

Filters the employees from the date 

provided  

      Yes  

End Date  Filters the first job inserted of the 

customer up to the date provided  

      Yes  

Filter By Filters records by Customer or 

Customer Id 

Customer/Customer 

Id 

Customer Yes 

Filter By 

Value  

Filters records by filter by value 

selected based on the filter by 

parameter 

   % Yes  

Department  Filters records by department      %  Yes  

Shift  Filters records by shift    %  Yes  

Job Title  Filters records by job title    %  Yes  

Turn Over 

End Reason  

Calculates Quit/ Term EE count for 

the end reason selected  

List of assignment 

end reason  

  No  

Excluded 

End Reason  

Excludes selected end reason   List of assignment 

end reason  

  No  
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Report Preview  

         

 

        

  



Zenople Reports Manual  
 

Confidential 

    P a g e  21 | 302 

Zenople 

1.4 Jobs & Assignment Reports 

1.4.1 Assignment Info Report  

This report shows details of an employee’s assignment with rates, their contact information, worksite 

address, and additional information.  

Report Details  

Parent Category: Front Office  Report Type: Paginated  

Category: Job and Assignment  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Assignment  

  

Report 

Parameter  

Description  Parameter 

Options  

Default   Required  

Job Id  Filters all assignments under the 

provided Job Id  

    No  

Assignment Id 

List   

Filters records by assignment Id (s) 

provided, accept multiple assignments 

Ids separated by comma  

    No  

  

Report Preview  
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1.4.2 Assignment List Report 

This report shows a list of all active or started assignments including details in a given date range. It can 

be further be filtered by the customer. 

Report Details 

Parent Category: Front Office  Report Type: Spreadsheet  

Category: Jobs & Assignment Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Assignment  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Return Type Filters the Active 

Assignment/ Start 

Assignment of the 

employees 

Start Assignment/ 

Active Assignment 

 Yes 

Assignment 

Date From 

Filters records from the 

assignment date from 

  Yes 

Assignment 

Date To 

Filter’s records up to the 

assignment date to 

  Yes 

Company Filters records by companies 

selected  

List of companies 

that users have 

access to 

 Yes 

Office Filters records by offices 

selected  

List of offices for 

the company 

selected 

 Yes 

Person Filters records by person 

name 

  No 

Customer Filters records by customer 

name 

  No 

 

Report Grouping     

❖ Company   

o Office  
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Report Column 

Report Column Description 

Input Date Assignment insert date 

Report Preview 
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1.4.3  Fill Ratio Report  

This report shows the ratio of filled employees and showed employees. Fill ratio is defined by placed 

versus required employees whereas showed ratio is defined by the number of employees having 

transactions versus placed employees. 

Report Details   

Parent Category: Front Office   Report Type: Paginated   

Category: Jobs and Assignment   Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Employee  

   

Report 

Parameter  

Description  Parameter Options  Default   Required

  

Date Type  

   

Filters records by the type 

selected  

Insert Date/ Active Job 

date  

Insert Date  Yes  

Start Date  Filters records by the Date 

Type parameter    

     Yes  

End Date  Filters records by the Date 

Type parameter    

     Yes  

Company  Filters records by companies 

selected  

List of companies that 

the users have access to  

  No  

Office  Filters records by offices 

selected    

List of offices for the 

company selected  

  No  

 

Report Preview  
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1.4.4 How Heard Of Report 

This report shows how an applicant has applied for a job.  

Report Details  

Parent Category: Front Office  Report Type: Spreadsheet  

Category: Job and Assignment  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Person  

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Completion 

Date From  

Filter records from the 

Completion Date provided   

    Yes  

Completion 

Date To  

Filter records to the 

Completion Date provided  

    Yes  

Company  Filter records by companies 

selected   

List of companies that 

users have access to  

  No  

Office  Filters records by offices 

selected   

List of offices for the 

company selected  

  No  

Show Details  Filters records to show 

detailed record if True is 

selected, else shows 

summary data  

      No  
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Report Preview  
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1.4.5 Start Sheet Report 

This report shows details of an employee’s assignment with rates, their contact information, and worksite 

address. 

Report Details 

Parent Category: Front Office Report Type: Paginated  

Category: Jobs and Assignment Report Runs from Application: AMS, TJM, RMS 

Report Category: Application and Shareable   Report Level: Assignment 

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Assignment 

Id List 

Filters records by assignment Id (s) 

provided, including multiple 

assignments Ids separated by comma 

  No 

Job Id Filters all assignments under the 

provided Job Id 

  No 
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Report Preview 

This report gives records on each page for each assignment. 

 

Note: Either of the value (Job Id or Assignment Id) must be passed to retrieve data from this report. Since this is an 

Application and Shareable report when the users run this report from assignment navigation, the assignment Id will be 

auto passed for the selected assignment, and records will be fetched. Similarly, when it is run from Job navigation, the 

Job Id will be auto passed for the selected job and data will be seen in the report accordingly.  
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1.5 Recruiting & Onboarding Reports 

1.5.1 New Hire Report 

This report shows the list of employees who received their first check in the provided date range. It will 

also include any employees who may not have received any checks for at least the number of 

consecutive days provided in the number of days parameter. 

Report Details 

Parent Category: Front Office  Report Type: Paginated  

Category: Recruiting & Onboarding Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Person  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Date Type Filters records by the 

type selected 

Accounting 

Period Date/ 

Check Date  

Accounting 

Period Date 

Yes 

Start Date 

 

Filters records by the 

Date Type parameter  

  Yes 

End Date Filters records by the 

Date Type parameter  

  Yes 

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 No 

Office Filters records by offices 

selected  

List of offices for 

the company 

selected 

 No 

State 

Code 

Filters the new hires’ 

current worksite 

address state 

List of the state 

code  

 No 

Number of 

Days 

Filters the new hires’ 

who haven’t got any 

check-in between the 

provided days  

 60 Yes 
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Report Grouping     

❖ Company   

o State  

Report Column 

Report Column Description 

Home Address New Hire address with address type “Resident”  

 

Report Preview 
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1.5.2 New Hire Report  

This report shows the list of persons who have got a check in the provided date range but who haven’t 

got any checks in the range between the start date and the number of days (parameter value) prior to 

the start date. 

Report Details 

Parent Category: Front Office  Report Type: Spreadsheet  

Category: Recruiting & Onboarding Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Person  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Date Type Filters records by the type 

selected 

Accounting Period 

Date/ Check Date  

 Yes 

Start Date 

 

Filters records by the Date 

Type parameter  

  Yes 

End Date Filters records by the Date 

Type parameter  

  Yes 

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 No 

Office Filters records by offices 

selected  

List of offices for 

the company 

selected 

 No 

State Code Filters the new hires’ 

current worksite address 

state 

List of the state 

code  

 No 

Number of 

Days 

Filters the new hires who 

haven’t got any check in 

between the provided 

days  

 60 No 
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Report Grouping     

❖ Company  

o Office  

▪ State 

Report Column 

Report Column Description 

Home Address New Hire address with address Type “Resident”  

Report Preview 
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1.5.3 Task Report 

This report lists out all the tasks shown on the screen for printing purposes based on the filters.  

Report Details  

Parent Category: Front Office  Report Type: Paginated  

Category: Recruiting & Onboarding Report Runs From: ETC of all the Applications 

Report Category: Application  Report Level: Task  

Report Preview 
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1.5.4 Task List Report  

This report shows the list of tasks assigned to a user in a given range.  

Report Details   

Parent Category: Front Office   Report Type: Spreadsheet   

Category: Recruiting & Onboarding  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Person  

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Task Insert 

Date From  

  

Filters records from 

the task insert 

date provided  

    Yes  

Task Insert 

Date To  

Filters records to the task 

insert date provided  

    Yes  

Relates To  Filters tasks related to the 

selected entity  

Assignment/ Organization/ 

Person/ Work Injury/ 

 Unemployment/ Job/ 

Job Candidate  

  Yes  

Relates To 

Name  

Filters tasks for respective 

name, id, and number 

provided  

    No  

Company  Filters records by 

companies selected   

List of companies that 

the users have access to  

  No  

Office  Filters records by offices 

selected   

List of offices for the 

company selected  

  No  

Task 

Template  

Filters records by the task 

template selected  

List of all the task 

template that the user has 

access to   

  No  

Task Status  Filters records by the task 

status selected  

List of all Task Status    No  
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Report Preview  
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1.5.5 Vaccination Tracking Report  

This report shows the records from Vaccination Tracking form which was completed by new hires to track 

their vaccination status.  

Report Details 

Parent Category: Front Office   Report Type: Spreadsheet   

Category: Recruiting & Onboarding  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Person  

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Completion 

Date From  

Filters records from the task 

completion date provided  

    Yes  

Completion 

Date To  

Filters records to the task 

completion date provided  

    Yes  

Company  Filters records by companies 

selected   

List of companies that 

the users have access to  

  No  

Office  Filters records by offices 

selected   

List of offices for the 

company selected  

  No  

Person Id  Filters records by the specific 

person Id  

    No  

Report Preview  
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Back Office Reports 
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2 Back Office Reports 

2.1 Accounting/ GL Reports 

2.1.1 Employee Payroll Summary Report  
This report shows the payroll summary details of the employee with hours.  

Report Details   

Parent Category: Back Office   Report Type: Spreadsheet  

Category: Accounting/GL  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

   

Report 

Parameter  

Description  Parameter Options  Default   Required  

Check Date 

From  

Filters the records from this 

check date  

    Yes  

Check Date 

To  

Filters the records up to this 

check date  

    Yes  

Company  Filters records by companies 

selected  

List of companies 

that users have access to  

  No  

Office  Filters records by offices 

selected   

List of offices   

for the company 

selected  

  No  

 

Report Preview  
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2.1.2 GL Audit Report 

This report shows potential discrepancies in general records created by the system. 

Report Details 

Parent Category: Back Office  Report Type: Spreadsheet  

Category: Accounting/GL  Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Transaction  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Accounting 

Period 

Filters records by transaction's 

Accounting Period date 

  Yes 

Report Grouping    

❖ Possible Discrepancy Message 

Report Preview 
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2.1.3 Payroll Journal Report 

This report shows all paychecks in a given date range that includes a summarized level of transactions, 

taxes, contributions, deductions, accruals, and bank information. It can be further filtered in summary 

only level.   

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Accounting/GL  Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Payment  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Date Type Filters records by the Date 

Type selected 

Accounting Period  

Date/ Check Date 

Accounting 

Period 

Date 

Yes 

Start Date 

 

Filters records by the Date 

Type parameter 

  Yes 

End Date Filters records by the Date 

Type parameter 

  Yes 

Payment 

Type 

Filters records by check 

type selected 

Direct Deposit/ 

Live Checks/ Both 

  

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 No 

Office Filters records by offices 

selected  

List of offices  

for the company 

selected 

 No 

SSN Filters records by SSN  % Yes 

Bank Filters records by banks 

selected 

List of banks that 

the login user has 

access too 

 No 

Show 

Summary 

Shows summary records 

when selected True else 

shows details of records 

True/ False False Yes 
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Report Grouping    

❖ Company  

o Office  

▪ Person 

Report Preview 
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2.1.4 Payroll Register Report 

This report shows all paychecks in a given date range that includes detailed level transactions, taxes, 

contributions, deductions, accruals, and bank information. It can be further filtered in summary only 

level.   

Report Details 

Parent Category: Back Office Report Type: Paginated  

Category: Accounting/GL  Report Runs from Application: PAS, RMS  

Report Category: Application and Shareable  Report Level: Payment  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Payment 

Batch Id 

Filters payments by 

Payment Batch Id 

provided 

 0 Yes 

Date Type Filters records by the Date 

Type selected 

Accounting Period  

Date/ Check Date 

Accounting 

Period Date 

Yes 

Start Date 

 

Filters records by the Date 

Type parameter 

  No 

End Date Filters records by the Date 

Type parameter 

  No 

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 No 

Office Filters records by offices 

selected  

List of offices for 

the company 

selected 

 No 

Customer Filters records by 

customer name 

 % Yes 

SSN Filters records by SSN  % Yes 

Show 

Summary 

Shows detail records 

when selected False else 

shows summary records 

True/ False True Yes 

 



Zenople Reports Manual  
 

Confidential 

    P a g e  43 | 302 

Zenople 

 

Report Grouping    

❖ Company  

o Office  

▪ Customer 

• Person 
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Report Preview 

   

Note: Users can run the report either by Batch Id or other parameters but not both. 
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2.1.5 Payroll Register Detail Report 

This report is a spreadsheet view of the Payroll Register Report that shows records per check when show 

details filter and shows total per employee for the summary.   

Report Details   

Parent Category: Back Office   Report Type: Spreadsheet  

Category: Accounting/GL  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Payment  

   

Report 

Parameter  

Description  Parameter Options  Default   Required  

Check Date 

From  

Filters the records from this 

check date  

    Yes  

Check Date 

To  

Filters the records up to this 

check date  

    Yes  

Company  Filters records by 

companies selected   

List of companies 

that users have access to  

  No  

Office  Filters records by 

offices selected   

List of offices for 

the company selected  

  No  

Show 

Details  

Shows detail records when 

selected Yes and shows 

summary records when selected 

‘No’  

Yes/ No  No  No  

Person Id  Filters records by person Id      No  

  

Report Preview  

   



Zenople Reports Manual  
 

Confidential 

    P a g e  46 | 302 

Zenople 

2.1.6 Transaction with Payroll and Invoice Detail Report 

This report shows pay side and bill side information of employees in a given date range. 

Report Details 

Parent Category: Back Office  Report Type: Spreadsheet  

Category: Accounting/GL  Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: Transaction  

 

Report 

Parameter 

Description Parameter Options Default  Requi

red 

Date Type Filters records by the 

Date Type selected 

Accounting Period  

Date/ Check Date 

Accounting 

Period 

Date 

Yes 

Start Date 

 

Filters records by the 

Date Type parameter 

  Yes 

End Date Filters records by the 

Date Type parameter 

  Yes 

Company Filters records by 

companies selected  

List of companies that 

users have access to 

 No 

Office Filters records by offices 

selected  

List of offices  

for the company 

selected 

 No 

Customer Filters records by 

customer name 

 % Yes 

 



Zenople Reports Manual  
 

Confidential 

    P a g e  47 | 302 

Zenople 

Report Preview 
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2.1.7 WA WC Cost Report  

This report shows WC-related information only for WA State under the earnings category including WC 

rate, WC code, pay hours, etc. 

Report Details 

Parent Category: Back Office  Report Type: Spreadsheet 

Category: Accounting/GL Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: Transaction 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Date Type Filters records by the Date 

Type selected 

Accounting Period  

Date or Check Date 

 Yes 

Start Date Filters records by the Date 

Type parameter 

  Yes 

End Date Filters records by the Date 

Type parameter 

  Yes 

Company Filters records by companies 

selected  

List of companies 

that users have 

access to 

 Yes 

Office Filters records by offices 

selected  

List of offices for the  

Company selected 

 Yes 

Report Grouping    

❖ Company  

o Office  
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Report Preview 
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2.1.8 WC Cost Detail Report 

This report shows all worker comp details that include gross, WC wages, WC cost, WC codes, etc. 

Report Details  

Parent Category: Back Office  Report Type: Report-Builder 

Category: Accounting/GL Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction 

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Accounting 

Period From 

Filters records from this 

accounting period 

  Yes 

Accounting 

Period To 

Filters records up to this 

accounting period 

  Yes 

Company Filters records by companies 

selected  

List of companies 

that users have 

access to 

 Yes 

Office Filters records by offices 

selected  

List of offices  

for the company 

selected 

 Yes 

SSN Filters records by SSN    No 

Person Filters records by person 

name 

  No 
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Report Preview  
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2.1.9 WC Cost Summary by Customer Report 

This report shows total worker comp wages, rates, and costs grouped by customer. 

Report Details 

Parent Category: Back Office  Report Type: Paginated 

Category: Accounting/GL reports Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: Transaction 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Start Date 

(AP) 

 

Filters records by 

accounting period 

from this date 

  Yes 

End Date 

(AP) 

Filters records by 

accounting period to 

this date 

  Yes 

Company Filters records by 

companies selected  

List of companies that users 

have access to 

 No 

Office Filters records by 

offices selected  

List of offices  

for the company selected 

 No 

Customer Filters records for a 

particular customer. 

 % Yes 

Report Grouping    

❖ Company  

o Office  

▪ WC Code 

• Customer 
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Report Preview 
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2.1.10 WC Cost Summary Report 

This report shows a summary of all worker comp details that include gross, WC wages, WC cost, WC 

codes, etc. 

Report Details  

Parent Category: Back Office  Report Type: Report-Builder 

Category: Accounting/GL Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Accounting 

Period From 

Filters records from this 

accounting period 

  Yes 

Accounting 

Period To 

Filters records up to this 

accounting period 

  Yes 

Company Filters records by 

companies selected  

List of companies that 

users have access to 

 Yes 

Office Filters records by offices 

selected  

List of offices for the 

company selected 

 Yes 

Report Preview  
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2.1.11  Worker Comp Cost Report  
This report shows total worker comp wages, rates, and cost. It can be further filtered with a group by 

Office/ Customer/ State/ WC Code/ Employee to see detail and summary. The WC Rate is calculated 

using the formula WC Cost divided by WC Wage. 

Report Details   

Parent Category: Back Office   Report Type: Paginated  

Category: Accounting/GL  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

   

Report 

Parameter  

Description  Parameter Options  Default   Required

  

Date Type  

   

Filters records by the type 

selected  

Accounting Period Date/ 

Check Date  

Accounting 

Period 

Date   

Yes  

Start Date   

  

Filters records by the Date 

Type parameter  

    Yes  

End Date  Filters records by the Date 

Type parameter  

    Yes  

Company  Filters records by 

companies selected   

List of companies 

that users have access to  

  No  

Office  Filters records by 

offices selected   

List of offices   

for the company 

selected  

  No  

Group By  Groups records by 

parameter selected  

Office/Customer/ 

State/ WC 

Code /Employee  

False  Yes  

State  Filters records by state   List of state 

codes that users 

have access to  

  No  

Customer  Filters records by customer 

name  

  %  Yes  
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Report Preview  
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2.1.12 Worker Comp Cost with Hours Report 

 This report shows total worker comp wages, rates, and costs with hours. 

Report Details 

Parent Category: Back Office  Report Type: Paginated 

Category: Accounting/GL Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: Transaction 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Start Date 

(AP) 

Filters records by accounting 

period from this date 

  Yes 

End Date 

(AP) 

Filters records by accounting 

period to this date 

  Yes 

Company Filters records by companies 

selected  

List of companies 

that users have 

access to 

 No 

Office Filters records by offices 

selected  

List of offices  

for the company 

selected 

 No 

Customer Filters records by the 

customer’s name 

 % Yes 

Report Grouping    

❖ Company  

o Office  

▪ State 

• Customer 
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Report Preview 

    

2.1.13 Worker Comp Cost With Hour By State 
This report shows total worker comp wages, rates, and costs with hours by State. 

Reports Detail 

Parent Category: Back Office Report Type: Paginated 

Category: Accounting/GL Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Transaction 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Date Type Filters records by the 

Date Type selected 

Accounting Period 

Date / Check Date  

Accounting 

Period Date 

Yes 

Start Date 

 

 

Filters records by the 

Date Type 

parameter 

  Yes 
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End Date Filters records by the 

Date Type 

parameter  

  Yes 

Company Filters records by 

companies selected 

List of companies 

that users have 

access to 

 No 

Office Filters records by 

offices selected  

List of offices for the 

company selected 

 No 

Group By   Groups records by 

parameter selected 

State / Office / 

Customer 

State Yes 

Show 

Summary 

Shows summary 

records when 

selected True else 

shows details of 

records 

True / False False Yes 
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Report Preview 

 

2.2 Accounts Payable Reports 

2.2.1 Agency Paycheck Report 

This is a check designed which is used to pay the agencies. 

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Accounts Payable  Report Runs from Application: APS  

Report Category: Application  Report Level: Payment  
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Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Payment 

Batch Id 

Filters payments by Payment Batch 

Id provided  

 0 Yes 

Payment 

Id  

Filters payments by Payment Id 

provided 

 0 Yes 
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Report Preview 
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2.2.2 Deduction Submittal Report 

This report shows all deductions that were paid to the agencies along with employee information and 

case information/reference. It is designed to be submitted along with the agency check that was 

generated. 

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Accounts Payable  Report Runs from Application: PAS, RMS  

Report Category: Application and Shareable  Report Level: Payment  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Payment 

Batch Id 

Filters payments by 

Payment Batch Id 

provided 

 0 Yes 

Date Type Filters records by the 

type selected 

Accounting Period  

Date or Check Date 

Accounting 

Period 

Date 

Yes 

Start Date 

 

Filters records by the 

Date Type parameter 

  No 

End Date Filters records by the 

Date Type parameter 

  No 

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 No 

Office Filters records by 

offices selected  

List of offices  

for the company 

selected 

 No 
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Report Preview 

 

Note: Users can run the report either by Payment Batch Id or other parameters but not both. 

  



Zenople Reports Manual  
 

Confidential 

    P a g e  65 | 302 

Zenople 

2.2.3 Deduction Submittal by Office Report 

This report shows all deductions that were paid to the agencies along with employee information and 

case information/ reference broken down by Office. It is designed to be submitted along with the 

agency check that was generated.  

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Accounts Payable  Report Runs from Application: PAS, RMS  

Report Category: Application and Shareable  Report Level: Payment  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Payment 

Batch Id 

Filters payments by 

Payment Batch Id provided 

 0 Yes 

Date Type Filters records by the Date 

Type selected 

Accounting 

Period  

Date or Check 

Date 

Accounting 

Period 

Date 

Yes 

Start Date 

 

Filters records by the Date 

Type parameter 

  No 

End Date Filters records by the Date 

Type parameter 

  No 

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 No 

Office Filters records by offices 

selected  

List of offices for 

the company 

selected 

 No 

Deduction 

Type 

Filters records by selected 

deduction type 

List of deduction 

type 

 No 
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Report Preview 

 

Note: Users can run the report either by Payment Batch Id or other parameters but not both. 
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2.3 Accounts Receivable Reports 

2.3.1 AR Aging Report 

This report provides the aging balance for all invoices grouped by customers based on the date provided. 

The aging buckets used are Current, 1-30, 31-60, 61-90, and over 90 days. This report can be further 

filtered by office and customers. 

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Accounts Receivable  Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: AR  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Date Type Filters records by the Date 

Type selected 

Invoice Date/ Due 

Date 

Due 

Date 

Yes 

As of Date Filters records by the Date 

Type parameter 

 Today’s 

Date 

Yes 

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 Yes 

Office Filters records by offices 

selected  

List of offices  

for the company 

selected 

 No 

Group By Groups records by 

parameter selected 

Office/ None None Yes 

Customer Filters records by 

customer name 

 % Yes 

Show 

Summary 

Shows summary records 

when selected True else 

shows details of records 

True/ False False Yes 

Roll Up to 

Parent 

Customer 

Filters records by 

customer department or 

rolled into root customer 

Yes/ No No Yes 
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Report Grouping    

❖ Company 

o Office 

▪ Customer 

• Invoice Number 

Report Preview 
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2.3.2 AR Batch Report 

This report prints after posting of AR payment batch. It includes all the payments in a batch and also 

runs for specific customers in a given date range.  

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Accounts Receivable  Report Runs from Application: ARS, RMS  

Report Category: Application and Shareable  Report Level: AR  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

AR Batch 

Id 

Filters records by AR batch Id 

provided 

 0 Yes 

Date Type Filters records by the Date 

Type selected 

Accounting 

Period  

Date/ Post Date/ 

Payment Date 

Accounting 

Period 

Date 

Yes 

Start Date 

 

Filters records by the Date 

Type parameter 

  No 

End Date Filters records by the Date 

Type parameter 

  No 

Company Filters records by companies 

selected  

List of companies 

that users have 

access to 

 No 

Office Filters records by offices 

selected  

List of offices  

for the company 

selected 

 No 

Customer Filters records by customer 

name 

 % Yes 

 

Report Grouping    

❖ AR Batch Id 

o Company 

▪ Office 
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Report Preview 

 

Note: Users can run the report either by Batch Id or other parameters but not both. The customer payment portion is 

shown only when the report is run by AR Batch Id. 
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2.3.3 Cash Receipt Report  
This report shows all AR payments received during a given date range. It can be further filtered by 

Payment Type and Reason Code.  

Report Details   

Parent Category: Back Office   Report Type: Paginated  

Category: Accounts Receivable  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: AR  

   

Report 

Parameter  

Description  Parameter Options  Default   Required  

AR Batch 

Id  

Filters records by AR batch Id 

provided  

  0  Yes  

Date Type  Filters records by the Date 

Type selected  

Accounting Period   

Date/ Post Date/ 

Payment Date  

Accounting 

Period 

Date  

Yes  

Start Date  

  

Filters records by the Date Type 

parameter  

    No  

End Date  Filters records by the Date Type 

parameter  

    No  

Company  Filters records by companies 

selected   

List of companies 

that users have access 

to  

  No  

Office  Filters records by 

offices selected   

List of offices   

for the company 

selected  

  No  

Payment 

Type  

Filters records by payment 

type selected  

List of payment 

methods  

  No  

Reason 

Code  

Filters records by payment 

type selected  

List of payment 

reasons  

  No  

Customer  Filters records by 

customer name  

  %  Yes  
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2.3.4 Unapplied Cash Report  

This report shows all the unapplied cash/credits per customer that are remaining.  

Report Details  

Parent Category: Back Office Report Type: Paginated  

Category: Accounts Receivable Report Runs from Application: RMS   

Report Category: Shareable   Report Level: AR 

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

AR Batch Id Filters records by AR Batch  

Id provided 

 0 Yes 

Payment As of 

Date 

Filters records by today’s date  Today’s 

Date 

No 

Company Filters records by companies 

selected 

List of companies that 

the users have access 

to 

 No 

Office  Filters records by offices 

selected   

List of offices 

for the company 

selected  

 
No 

Customer  Filters records by customer 

name 

 
% No 

 

Report Grouping     

❖ Company 

o Office 
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2.4 Admin Reports 

2.4.1 Leaderboard Report  

This report is used to determine incentives/bonuses for the Sales Rep/ Sales Manager/ Recruiters as per 

their performance level. It will also show the top three ranking Sales Representative, Sales Manager or 

Recruiter as per the requirement.  

Report Details   

Parent Category: Back Office   Report Type: Paginated  

Category: Admin  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Start Date  

  

Filters records from 

the accounting period date 

provided  

    Yes  

End date  Filters records to the accounting 

period date provided  

    Yes  

Company  Filters records by companies 

selected   

List of companies that 

the users have access to  

  No  

Office  Filters records by offices 

selected   

List of offices for the 

company selected  

  No  

User Role  Filters records by the user role 

selected  

Sales Rep/ Sales Manager/ 

Recruiter   

  Yes  
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2.5 BO Management Reports 

2.5.1 Sales Comparisons Four Weeks Report  

This report shows the sales, margin, and hours comparison by the customer for the given date and the 

three previous weeks.  

Report Details   

Parent Category: Back Office   Report Type: Paginated   

Category: BO  Management  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Customer   

   

Report 

Parameter  

Description  Parameter Options  Default   Required  

As Of Date  

   

Filters records by today’s date     Today’s 

Date  

Yes  

Company  Filters records by companies 

selected  

List of companies that 

the users have access 

to  

   Yes  

Office  Filters records by offices 

selected    

List of offices for the 

company selected  

   No  

 

 

 

 

 

 

 

 

 



Zenople Reports Manual  
 

Confidential 

    P a g e  78 | 302 

Zenople 

Report Preview  
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2.5.2 Sales Comparisons Four Weeks with Prior Year Report  
This report shows sales by customer compared to previous year’s sales. It includes records for four 

weeks from the given date. 

Report Details   

Parent Category: BackOffice   Report Type: Paginated   

Category: BO Management  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Customer   

   

Report 

Parameter

  

Description  Parameter Options  Default   Required  

As of Date  

   

Filters records by today’s date     Today’s 

Date  

Yes  

Company  Filters records by companies 

selected  

List of companies that 

the users have access to  

   Yes  

Office  Filters records by offices 

selected    

List of offices for the 

company selected  

   No  

 

Report Preview  
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2.6 Customer Reports 

2.6.1 Customer Billing Detail Report 

This report shows the billing details of customers in a given date range.   

Report Details   

Parent Category: Back Office   Report Type: Paginated   

Category: Customer   Report Runs from Application: RMS    

Report Category: Shareable    Report Level: Transaction   

   

Report 

Parameter   

Description   Parameter Options   Default    Required   

Date Type   Filters records by the 

Date Type selected   

Accounting Period 

Date / Invoice Date / 

PPE   

Accounting 

Period Date   

Yes   

Start Date   

   

Filters records by the 

Date Type parameter   

      Yes   

End Date   Filters records by the 

Date Type parameter    

      Yes   

Customer   Filters records by 

Customer name  

   0   Yes   

Customer Id  Filters records by 

customer Id  

    %    Yes   

Secondary 

Group By   

Groups records by 

parameter selected   

None/ Extra1/ Extra2/ 

Extra3/ Extra4   

None   Yes   

Transaction 

Code  

Filters records by 

transaction code  

List of all pay codes     No  
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2.6.2 Customer Billing Summary Report 

This report shows the summary of customer billing records.  

Report Details  

Parent Category: Back Office  Report Type: Paginated  

Category: Customer  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Customer  

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Date Type  Filters records by the Date 

Type selected  

Accounting Period Date / 

Invoice Date / PPE  

Accounting 

Period Date  

Yes  

Start Date  

  

Filters records by the Date 

Type parameter  

    Yes  

End Date  Filters records by the Date 

Type parameter   

    Yes  

Customer Id   Filters records by 

Customer Id  

  0  Yes  

Customer  Filters records by customer 

name  

   %   Yes  

Secondary 

Group By  

Groups records by 

parameter selected  

None/ Extra 1/ Extra 2/ 

Extra 3/ Extra 4  

None  Yes  

  

Report Preview  
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2.6.3 Customer Year to Date Report  

This report shows the Year-to-Date numbers for customers under office.  

Report Details   

Parent Category: Back Office   Report Type: Spreadsheet  

Category: Customer  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Date Type  

  

Filters records by the Date 

Type selected  

Accounting Period date/ 

Invoice Date  

  Yes  

Year  Filters records by the year 

selected  

Accounting Period Year    Yes  

Company  Filters records by companies 

selected   

List of companies that 

the users have access to  

  No  

Office  Filters records by offices 

selected   

List of offices for the company 

selected  

  No  

Customer  Filters records by customer 

name  

    No  

  

Report Preview  
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2.7 Gross Profit/ Transaction 

2.7.1 Client Billing Report 

This report shows all detailed billing transactions of customers with a total billed amount, bill unit, and 

count of invoice and employee. It can be filtered by a specific customer, job title and also can be seen as 

a summary report.  

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Gross Profit/ Transaction  Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Transaction  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Date Type Filters records by the 

Date Type selected 

Accounting Period  

Date/ Invoice Date 

Accounting 

Period 

Date 

Yes 

Start Date 

 

Filters records by the 

Date Type parameter 

  Yes 

End Date Filters records by the 

Date Type parameter 

  Yes 

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 No 

Office Filters records by offices 

selected  

List of offices  

for the company 

selected 

 No 

Job Position Free text field to filter 

records by job position. 

 % Yes 

Customer Filters records by 

customer name 

 % Yes 

Roll Up to 

Parent 

Customer 

Filters records by 

customer department or 

rolled into root customer 

Yes/ No No Yes 

Show 

Summary 

Shows detail records 

when selected False else 

shows summary records 

True/ False True Yes 
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Report Grouping    

❖ Company  

o Office  

Report Preview 
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2.7.2 Commission Report  

This report shows the commission of employee’s as per their role.  

Report Details   

Parent Category: Back Office   Report Type: Spreadsheet   

Category: Gross Profit/Transaction  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Accounting 

Period From  

  

Filters records from 

the accounting period date 

provided  

    Yes  

Accounting 

Perio To  

Filters records to the account

ing period date provided  

    Yes  

Company  Filters records by companies 

selected   

List of companies that 

the users have access to  

  No  

Office  Filters records by offices 

selected   

List of offices for the 

company selected  

  No  

User  Filters records under the user 

selected  

List of all the office staff 

that the user has access to   

  No  

Roll Up to 

Parent 

Customer  

Filters records by customer 

department or rolled into 

root customer  

Yes/No  No  Yes  
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2.7.3 Gross Profit by Customer Report 

This report is a summary report that shows gross profit and information that makes up the gross profit 

of each customer broken down by office. 

Report Details   

Parent Category: Back Office   Report Type: Paginated  

Category: Gross Profit/Transaction  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

   

Report 

Parameter  

Description  Parameter Options  Default   Required  

Date Type  

   

Filters records by the type 

selected  

Accounting Period Date/ 

Pay Period End Date/ 

Check Date  

Insert 

Date  

Yes  

Start Date   

  

Filters records by the Date 

Type parameter  

    Yes  

End Date  Filters records by the Date 

Type parameter  

    Yes  

Company  Filters records by 

companies selected   

List of companies 

that users have access to  

  No  

Office  Filters records by 

offices selected   

List of offices   

for the company selected  

  No  

Roll Up to 

Parent 

Customer  

Filters records by customer 

department or rolled into 

root customer  

True/ False  False  Yes  

 Customer  Filters records by customer 

name  

  %  Yes  
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2.7.4 Gross Profit Report  

This report is a summary report that shows gross profit and detailed information of the gross profit 

broken down by each office. 

Report Details  

Parent Category: Back Office   Report Type: Paginated   

Category: Gross Profit/ Transaction Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

 

Report 

Parameter  

Description  Parameter Options Default  Required  

Start 

Date (AP) 

  

Filters records from the 

accounting period start date 

provided 

    Yes  

End 

Date (AP) 

Filters records to the accounting 

period end date provided 

    Yes  

Company Filters records by companies 

selected   

List of companies that 

the users have access to 

 
No  

Office  Filters records by offices selected   List of offices   

for the company 

selected  

  No  

 

Report Grouping     

❖ Company   
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Report Column  

Report Column  
Description  

Gross Sum of Gross and Agency Cost 

Gross Only Sum of Gross where the Employee Type is Employee 

Agency Cost Sum of Gross where the Employee Type is Contractor 

GP Bill Sum of Sales, Charge and GP Adj Bill minus Discount 

GP Billed Hour  Gross Profit by Bill Hours 

GP % Gross Profit by GP Bill 

 

Report Preview  
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2.7.5 Gross Profit Detail Report  

This report shows gross profit and information that makes up the gross profit. It can be further filtered 

with a group by office/User/Customer/Job Type/WC Code/ Employee to see detail and summary. 

Report Details  

Parent Category: Back Office   Report Type: Paginated   

Category: Gross Profit/ Transaction Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

 

Report 

Parameter  

Description  Parameter Options Default  Required  

Date Type  Filters records by the type 

selected 

Accounting Period Date/ 

Pay Period End Date/  

Check Date 

Accounting 

Period Date  

Yes  

Start Date  

  

Filters records by the Date 

Type parameter  

    Yes  

End Date  Filters records by the Date 

Type parameter 

    Yes  

Company Filters records by companies 

selected   

List of companies that the 

users have access to 

 
No 

Office  Filters records by offices 

selected   

List of offices   

for the company selected  

  No  

Group By Groups records by the option 

selected 

Office/ User/ Customer/ 

Job Type/ WC Code  

Office  Yes  

Job Type Filters records by job type 

selected.  

Temp/ Temp to Hire   No 

User Level Filters user type by User 

Level selected  

Assignment/ 

Customer/Job  

 No 

User Type Filters records by User Type 

selected 

List of User Type for the 

User Level selected 

 No 

User Filters records under the 

User selected 

List of all the office staff 

that the user has access 

to  

 No 

Roll up to 

Parent 

Customer 

Filters records by customer 

department or rolled into 

root customer 

True/ False  False Yes 
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Customer Filters records by customer 

name 

 % No 

Report Grouping     

❖ Company   

o Office 

 

The report will group as per the Group by parameter value selected. Depending on the value selected the 

group order will be defined. 

Report Column  

Report Column  
Description  

Gross Sum of Gross and Agency Cost 

Gross Only Sum of Gross where the Employee Type is Employee 

Agency Cost Sum of Gross where the Employee Type is Contractor 

GP Bill Sum of Sales, Charge and GP Adj Bill minus Discount 

GP Billed Hour  Gross Profit by Bill Hours 

GP % Gross Profit by GP Bill 
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2.7.6 Gross Profit Summary Report  

This report shows the summary of gross profit, total bill and pay hours of each office with charts.  

Report Details   

Parent Category: Back Office   Report Type: Paginated  

Category: Gross Profit/Transaction  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

   

Report 

Parameter  

Description  Parameter Options  Default   Required  

Date Type  

   

Filters records by the type 

selected  

Accounting Period Date/ Pay 

Period End Date/ Check Date  

Insert 

Date  

Yes  

Start Date   

  

Filters records by the Date 

Type parameter  

    Yes  

End Date  Filters records by the Date 

Type parameter  

    Yes  

Company  Filters records by 

companies selected   

List of companies that users 

have access to  

  No  

Office  Filters records by 

offices selected   

List of offices   

for the company selected  

  No  
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2.7.7 Management Report 

This report shows the overall summary of a company which includes financial, payroll, sales, and tax 

records that are broken down into the company and office level.   

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Gross Profit/ Transaction Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Transaction  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Start Date 

(AP) 

Filter records by 

Transaction’s Accounting 

Period Date from 

  Yes 

End Date 

(AP) 

Filter records by 

Transaction’s Accounting 

Period Date to 

  Yes 

Company Filters records by companies 

selected 

List of companies that 

users have access too 

 No 

Office Filters records by offices 

selected 

List of offices  

for the company 

selected 

 No 
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 Report Preview 
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2.7.8 Sales By State and City Report  

This report shows total sales, GP, gross broken down by state and city in a given date range. 

Report Details  

Parent Category: Back Office   Report Type: Spreadsheet  

Category: Gross Profit/ Transaction Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

AP Date From 

  

Filters records by accounting 

period date from the date 

provided 

    Yes  

AP Date To Filters records by accounting 

period date to the date 

provided 

    Yes  

Company  Filters records by companies 

selected   

List of companies that 

the users have access to 

  No  

 

Report Preview  
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2.7.9 Transaction Detail Report 

This report shows the details of records of transactions in a given date range. 

Report Details  

Parent Category: Back Office   Report Type: Report-Builder  

Category: Timesheet Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

Accounting 

Period From 

Filters records by accounting 

period date from the date 

provided 

  Yes 

Accounting 

Period To 

Filters records by accounting 

period date to the date 

provided 

    Yes  

Company  Filters records by companies 

selected   

List of companies that the 

users have access to 

  Yes  

Office  Filters records by offices 

selected   

List of offices   

for the company selected  

  Yes  

Person Filters records by person 

name  

  
No  

SSN Filters records by SSN   No 

 

 

 

 

 

 

 

 

 



Zenople Reports Manual  
 

Confidential 

    P a g e  104 | 302 

Zenople 

Report Preview  
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2.7.10 Transaction Finance Report  

This report shows the financial details of transactions in a given date range. It includes information like 

total bill, total pay, burden, employer tax, cost, gross profit, etc. 

Report Details  

Parent Category: Back Office   Report Type: Report-Builder  

Category: Timesheet Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

 

Report 

Parameter  

Description  Parameter Options Default  Required  

Accounting 

Period From 

Filters records by accounting 

period date from the date 

provided 

  Yes 

Accounting 

Period To 

  

Filters records by accounting 

period date to the date 

provided 

    Yes  

Company  Filters records by companies 

selected   

List of companies 

that the users have 

access to 

  Yes  

Office  Filters records by offices 

selected   

List of offices   

for the company 

selected  

  Yes  

Person Filters records by person 

name  

  
No  

SSN Filters data records by SSN   No 
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2.7.11 Transaction Finance Summary Report  

This report shows the summary of financial details of transactions in a given date range. It includes 

information like total bill, total pay, burden, employer tax, WC cost, gross profit, etc. This report is the 

summary report of the Transaction Finance Report. 

Report Details  

Parent Category: Back Office   Report Type: Report-Builder  

Category: Timesheet Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

 

Report 

Parameter  

Description  Parameter Options Default  Required  

Accounting 

Period From 

Filters records by accounting 

period date from the date 

provided 

  Yes 

Accounting 

Period To 

  

Filters records by accounting 

period date to the date provided 

    Yes  

  Company  Filters records by companies 

selected   

List of companies that 

the users have access to 

  Yes  

  Office  Filters records by offices 

selected   

List of offices   

for the company 

selected  

  Yes  

 Report Grouping    

❖ Accounting Period 

o Company 

▪ Office 
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2.7.12 Transaction Hours Report  

This report shows the summary of hours broken down by RT, OT, DT, HOL, PTO, etc. for all transactions 

in a given date range.  

Report Details 

Parent Category: Back Office   Report Type: Report-Builder  

Category: Timesheet Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

Accounting 

Period From 

Filters records by accounting 

period date from the date 

provided 

  Yes 

Accounting 

Period To 

Filters records by accounting 

period date to the date 

provided 

    Yes  

Company  Filters records by companies 

selected   

List of companies that 

the users have access 

to 

  Yes  

Office  Filters records by offices 

selected 

List of offices for the 

company selected 

 
Yes 

Person Filters records by person’s 

name  

  
No  

SSN Filters records by SSN   No 
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2.7.13 Transaction Hours Summary Report  

This report shows the summarized hours information of transactions tagged within the given range. This 

report is the summary report of the Transaction Hours Report. 

Report Details  

Parent Category: Back Office   Report Type: Report-Builder  

Category: Timesheet Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

Accounting 

Period From 

Filters records by accounting 

period date from the date 

provided 

  Yes 

Accounting 

Period To 

  

Filters records by accounting 

period date to the date 

provided 

    Yes  

Company  Filters records by companies 

selected   

List of companies 

that the users have 

access to 

  Yes  

Office  Filters records by offices 

selected   

List of offices   

for the company 

selected  

  Yes  

 Report Grouping    

❖ Accounting Period 

o Company 

▪ Office 
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2.7.14 Transaction Item Report  

This report shows the breakdown of the transaction records by different item types like RT, OT, 

reimbursements, and others in a given date range. 

Report Details  

Parent Category: Back Office   Report Type: Report Builder  

Category: Timesheet Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction 

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

Accounting 

Period From 

Filters records by transaction 

batch’s Accounting Period Date 

From 

    Yes  

Accounting 

Period To 

Filters records by transaction 

batch’s Accounting Period Date 

From 

    Yes  

Company  Filters records by companies 

selected   

List of companies that 

the users have access to 

  Yes  

Office  Filters records by offices 

selected   

List of offices   

for the company 

selected  

  Yes  

Person Filters by person’s name 
  

No  

SSN Filters records by SSN    No  
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2.7.15 Transaction Summary Report 

This report shows the summarized records of transactions tagged within the given range. This report is 

the summary report of the Transaction Detail Report. 

Report Details  

Parent Category: Back Office   Report Type: Report-Builder  

Category: Timesheet Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

Accounting Period 

From 

Filters records by accounting 

period date from the date 

provided 

  Yes 

Accounting Period 

To 

  

Filters records by accounting 

period date to the date 

provided 

    Yes  

Company  Filters records by companies 

selected   

List of companies 

that the users have 

access to 

  Yes  

Office  Filters records by offices 

selected   

List of offices   

for the company 

selected  

  Yes  

 Report Grouping    

❖ Accounting Period 

o Company 

▪ Office 
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2.8 Invoice Reports 

2.8.1 Invoice Balance Filter Report 

This report shows all invoices and balances due in a given date range. It can be filtered for a specific 

customer and to show invoices with non-zero balances. 

Report Details  

Parent Category: Back Office  Report Type: Report-Builder 

Category: Invoice Report Runs from Application: IMS   

Report Category: Application  Report Level: Invoice 

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Customer Filters records by customer 

name 

  No 

Date Type Filters records by the type 

selected 

Accounting Period/ 

Invoice Date 

 Yes 

Start Date Filters records by the date 

type parameter 

  Yes 

End Date Filters records by the date 

type parameter 

  Yes 

Include 

Zero 

Balance 

Invoices 

Filters records for zero 

balance if yes is selected else 

shows all data 

Yes/ No  Yes 
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2.8.2 Invoice Batch Report 

This report prints after posting of invoice batch. It includes all the invoices in a batch and also runs for 

specific customers in a given date range. 

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Invoice  Report Runs from Application: IMS, RMS  

Report Category: Application and Shareable  Report Level: Invoice  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Invoice 

Batch Id 

Filters invoices by Invoice 

Batch Id provided 

 0 Yes 

Date Type Filters records by the Date 

Type selected 

Accounting Period/ 

Invoice Date 

Accounting 

Period  

Yes 

Start Date 

 

Filters records by the Date 

Type parameter 

  No 

End Date Filters records by the Date 

Type parameter 

  No 

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 No 

Office Filters records by offices 

selected  

List of offices  

for the company 

selected 

 No 

Customer Filters records by the 

customer’s name 

 % Yes 

 

Report Grouping    

❖ Company  

o Office  

▪ Invoice Batch Id  
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Note: Users can run the report either by Batch Id or other parameters but not both. 
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2.8.3 Invoice by Accounting Period Report 

This report shows list of all invoices and its detail in a given date range. 

Report Details 

Parent Category: Back Office  Report Type: Report Builder  

Category: Invoice  Report Runs from Application: IMS 

Report Category: Shareable Report Level: Invoice  

 

Report 

Parameter  

Description  Parameter Options Default  Required  

Accounting 

Period From 

  

Filters records by invoice 

batch’s Accounting Period 

Date From 

    Yes  

Accounting 

Period To 

Filters records by invoice 

batch’s Accounting Period 

Date To 

    Yes  

Company Filters records by companies 

selected   

List of companies that 

the users have access 

to 

 
Yes 

Office  Filters records by offices 

selected   

List of offices   

for the company 

selected  

  Yes  

Customer Id Filters records by Customer Id   No 

 



Zenople Reports Manual  
 

Confidential 

    P a g e  121 | 302 

Zenople 

Report Preview 
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2.8.4 Invoice by Invoice Date Report  

This report shows a list of all invoices and its detail in a given date range.  

Report Details   

Parent Category: Back Office   Report Type: Report Builder   

Category: Invoice   Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Invoice   

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Invoice 

Date From  

Filters records by Invoice Date 

From  

      Yes   

Invoice 

Date To  

Filters records by Invoice Date 

To  

      Yes   

Company   Filters records by companies 

selected  

List of companies that the 

users have access to  

  Yes  

Office   Filters records by offices 

selected    

List of offices    

for the company selected   

   Yes   

Customer 

Id  

Filters records by Customer Id      No  

Report Preview  
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2.8.5 Invoice Daily Report  
 
This report is an invoice statement provided to the customer for all the transactions done during the billing 
period on a daily level.    

 

Report Details  

 

Parent Category: Back Office   Report Type: Paginated   

Category: Invoice   Report Runs from Application: IMS  

Report Category: Application  Report Level: Invoice   

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Entity  Filters invoice’s or invoice merge’s 

records  

Invoice/ Invoice 

Merge 

  Yes  

Entity Id   Filters records by entity’s Id provided       Yes  
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2.8.6 Invoice Due Filter Report 

This report shows all invoices that are past due by the number of days entered and can be further 

filtered for a specific customer.  

Report Details  

Parent Category: Back Office  Report Type: Report-Builder 

Category: Invoice Report Runs from Application: RMS, IMS 

Report Category: Application and Shareable   Report Level: Invoice 

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Customer Filters records by customer name   No 

Passed 

Due Day 

Filters records for the due date selected   Yes 

 

Report Preview  
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2.8.7 Invoice Report 

This report is an invoice statement provided to the customer for all the transactions done during the billing 

period.   

 Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Invoice  Report Runs from Application: IMS 

Report Category: Application Report Level: Invoice  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Entity Filters invoice’s or invoice 

merge’s records 

Invoice/ Invoice 

Merge 

 Yes 

Entity Id  Filters records by entity’s 

Id provided 

    Yes 
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Zenople Reports Manual  
 

Confidential 

    P a g e  128 | 302 

Zenople 

2.8.8 Invoice Register Report 

This report shows detailed invoice information generated in a given date range along with discounts, 

charges, invoice amount, payment amount, and balance.   

 Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Invoice Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Invoice 

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Date Type Filters records by the 

Date Type selected 

Accounting Period  

Date/ Invoice date 

Accounting 

Period Date 

No 

Start Date 

 

Filters records by the 

Date Type parameter 

  Yes 

End Date Filters records by the 

Date Type parameter 

  Yes 

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 No 

Office Filters records by 

offices selected  

List of offices  

for the company 

selected 

 No 

Customer Filters records by 

customer name 

 % Yes 

 

 Report Grouping    

❖ Company  

o Office   
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2.8.9 Invoice Summary by Accounting Period Report 

This report shows a summary of all invoices and its detail in a given date range. It is the summary report 

of the invoice by accounting period. 

Report Details 

Parent Category: Back Office  Report Type: Report Builder  

Category: Invoice  Report Runs from Application: IMS 

Report Category: Shareable Report Level: Invoice  

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

Accounting 

Period From 

Filters records by invoice 

batch’s Accounting Period 

Date From 

    Yes  

Accounting 

Period To 

Filters records by invoice 

batch’s Accounting Period 

Date From 

    Yes  

Company Filters records by companies 

selected   

List of companies that 

the users have access to 

 
Yes 

Office  Filters records by offices 

selected   

List of offices   

for the company 

selected  

  Yes  

 

Report Grouping     

❖ Accounting Period Date 

▪ Company 

• Office 



Zenople Reports Manual  
 

Confidential 

    P a g e  131 | 302 

Zenople 

Report Preview 
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2.8.10 Invoice Summary by Invoice Date Report  

This report shows a summary of invoices and its detail in a given date range. It is the summary report 

of Invoice by Invoice Date.  

Report Details   

Parent Category: Back Office   Report Type: Report Builder   

Category: Invoice   Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Invoice   

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Invoice 

Date From  

Filters records by Invoice Date 

From  

      Yes   

Invoice Date 

To  

Filters records by Invoice Date 

To  

      Yes   

Company   Filters records by companies 

selected  

List of companies that the 

users have access to  

  Yes  

Office   Filters records by offices 

selected    

List of offices    

for the company selected   

   Yes   

Report Grouping  

• Invoice Date  

▪ Company  

• Office  
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Zenople Reports Manual  
 

Confidential 

    P a g e  134 | 302 

Zenople 

2.8.11 Invoice with Job Position Report 

This report is an invoice statement provided to the customer for all the transactions done during the 

billing period with the job title.   

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Invoice  Report Runs from Application: IMS 

Report Category: Application Report Level: Invoice  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Entity Filters invoice’s or invoice 

merge’s records 

Invoice/ Invoice 

Merge 

 Yes 

Entity Id  Filters records by entity’s id 

provided 

    Yes 
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2.8.12 Invoice with Markup and Pay Rate Report  

This report is an invoice statement provided to the customer for all the transactions done during the billing 

period with mark up percent and the pay rate 

Report Details   

Parent Category: Back Office   Report Type: Paginated  

Category: Invoice   Report Runs from Application: IMS   

Report Category: Application  Report Level: Invoice   

 

Report 

Parameter  

Description  Parameter Options  Default   Required  

Entity  Filters invoice’s or invoice merge’s 

records  

Invoice/ Invoice 

Merge  

  Yes  

Entity Id  Filters records by entity’s Id 

provided  

   

  

Yes  
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2.8.13 Invoice with Markup Percent Report  
This report is an invoice statement provided to the customer for all the transactions done during the billing 

period with the mark-up percent. 

Report Details   

Parent Category: Back Office   Report Type: Paginated  

Category: Invoice   Report Runs from Application: IMS   

Report Category: Application  Report Level: Invoice   

   

Report 

Parameter  

Description  Parameter Options

  

Default   Required  

Entity  Filters invoice’s or invoice merge’s 

records  

Invoice/ Invoice 

Merge  

  Yes  

Entity Id  Filters records by entity’s Id provided  
 

   Yes  
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2.8.14 Statement Report 

This report shows all invoices with open balances grouped by the customer. It can further be filtered for 

a specific customer. It can also be filtered to only show past due. 

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Invoice Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: Invoice 

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Customer Id Filters records by Customer 

Id 

 0 Yes 

Customer Filters records by customer 

name 

 % No 

Include Filters statement for past 

due records or all records 

All/ Past Due 

Only/ All with 

zero balance 

 Yes 

 

Report Grouping    

❖ Company  

o Office  
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2.8.15 Weekly Sales Year to Date Bill Report 

This report shows the weekly sales year-to-date YTD bill on a summary as well as detail level. It shows 

the weekly bill of the year provided and consecutive two previous years.   

Report Details  

Parent Category: Back Office   Report Type: Spreadsheet  

Category: Invoice  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Invoice  

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Year  Filter records for the year 

provided and two previous 

consecutive years   

    Yes  

Date Type  Filters records by the type 

selected  

Accounting Period 

Date/ Invoice Date  

  Yes  

Company  Filters records by companies 

selected   

List of companies that 

users have access to  

  No  

Office  Filters records by offices 

selected   

List of offices for the 

company selected  

  No  

Roll Up To 

Root 

Customer  

Filters the records by 

customer department or 

rolled into root customer  

True/ False    Yes  

Show 

Summary  

Shows summary records 

when selected True else 

shows details of records   

True/ False    Yes  
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2.8.16 Invoice With Approved Hours Report 
This report is an invoice statement provided to the customer for all the transactions done during the 

billing period with the approved hours from the web portals. 

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Invoice  Report Runs from Application: IMS 

Report Category: Application Report Level: Invoice  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Entity Filters invoice’s or invoice 

merge’s records 

Invoice/ Invoice 

Merge 

 Yes 

Entity Id  Filters records by entity’s id 

provided 

    Yes 

 

Report Preview 
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2.8.17 Customer Invoice Summary Paginated Report 

This report gives the summary of Customer Invoice including their invoice amount, Sales Tax, Charge, 

Total Bill, Balance, and the Billing hours for the date range provided.  

Report Details 
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Parent Category: Back Office  Report Type: Paginated  

Category: Customer  Report Runs from Application: RMS 

Report Category: Shareable Report Level: Invoice  
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Report 

Parameter  

Description  Parameter Options  Default   Required  

Date Type Filters records by the type 

selected  

 Accounting Period 

Date, Invoice Date 

Accounting 

Period 

Date  

Yes  

Start Date Filters the employee from the 

date provided  

 
  Yes  

End Date  Filters the first job inserted of 

the customer up to the date 

provided   

 
  Yes 

Customer ID Filters records for specific 

Customer Id provided 

 
0  Yes 

Customer  Filters the records by 

customer name provided 

 
 % Yes  

Report Preview 

 

2.9 Payroll Reports 

2.9.1 Accrued Hours Report  

This report shows the total hours per employee in a given date range. This report can be further filtered 

to show accrued hours for the specific client, or specific employee. This report could be used to identify 

the employee benefits based on accrued hours. 
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Report Details  

Parent Category: Back Office   Report Type: Paginated  

Category: Payroll Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction 

 

Report 

Parameter  

Description  Parameter Options  Default  Required

  

Date Type  Filters records by the Date 

Type selected 

Accounting Period Date/ 

Check Date 

Accounting 

Period 

Date  

Yes  

Start Date  

  

Filters records by the Date 

Type  

parameter  

    Yes  

End Date  Filters records by the Date 

Type parameter 

    Yes  

Company Filters records by companies 

selected 

List of companies that the 

users have access to 

 
No 

Office  Filters records by offices 

selected   

List of offices 

for the company selected 

  No  

On 

Assignment 

Filters the currently assigned 

or currently not assigned 

employees. If none of the 

values is selected then all of 

the records will be displayed 

Yes/No  
 

No  

Employee 

Name 

Filters records by employee 

name 

 % Yes 

Customer Filters records by customer 

name 

 % Yes 

Total Hours 

>= 

Filters records for the “total 

for date range” column  

 0 Yes 

Report Grouping     

❖ Company   

o Office 

Report Column  
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Report Column  
Description  

Currently Asg. It shows whether the employee is currently on an assignment or not. It doesn’t 

depend on the date range 

Total for Date Range Sum of Total Pay Hours between the provided date range 

Total Since First Asg. Sum of Total Pay hours since the first assignment of the employee. This doesn’t 

depend on the date range 

Report Preview  
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2.9.2 Benefit Code Report 

This report shows a list of all contribution codes set up in the system. 

Report Details 

Parent Category: Back Office  Report Type: Spreadsheet  

Category: Payroll  Report Runs from Application: RMS 

Report Category: Shareable Report Level: Payment  

Report Preview 
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2.9.3 Benefit Summary Report 

This report shows employer benefit contribution amounts grouped by benefit code in a given date range 

at a summary level. 

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Payroll  Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Payment  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Date Type Filters records by the 

Date Type selected 

Accounting Period  

Date or Check Date 

Check 

Date 

No 

Start Date 

 

Filters records by the 

Date Type parameter 

  Yes 

End Date Filters records by the 

Date Type parameter 

  Yes 

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 No 

Office Filters records by offices 

selected  

List of offices  

for the company 

selected 

 No 

 

 Report Grouping    

❖ Company  

o Office  
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2.9.4 Cash Requirement Report 

This report shows details of liabilities and the amount of cash needed to process payroll.  

Report Details   

Parent Category: Back Office   Report Type: Paginated   

Category: Payroll   Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Payment  

   

Report 

Parameter  

Description  Parameter Options  Default   Required  

Date Type  

   

Filters records by the type 

selected  

Check date/ Accounting 

Period Date  

Check 

Date  

Yes  

Start Date  Filters records by the Date 

Type parameter    

     Yes  

End Date  Filters records by the Date 

Type parameter    

     Yes  

Company  Filters records by  

companies selected  

List of companies that 

the users have access to 

  No  

Office  Filters records by offices 

selected    

List of offices for the 

company selected  

  No  

Customer  Filters records for a particular 

customer  

  %  Yes  
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2.9.5 Correction Report 

This report shows the corrected invoice and payment. 

Report Details 

Parent Category: Back Office  Report Type: Spreadsheet  

Category: Payroll  Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Correction 

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

AP Date From 

 

Filters records from this 

accounting period 

  Yes 

AP Date To Filters records from this 

accounting period 

  Yes 

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 Yes 

Report Grouping    

❖ Relates To  

Report Column 

Report 

Column 

Description 

Number  The number refers to the check number when records are related to payment 

and refers to invoice number when records are related to invoice 

Id Id refers to the Person Id when records are related to payment and refers to 

Customer Id when records are related to invoice 
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2.9.6 Deduction by Agency Report  

This report shows a list of employees’ deductions as per agencies.  

Report Details  

Parent Category: Back Office   Report Type: Paginated   

Category: Payroll   Report Runs from Application: RMS   

Report Category: Application and Shareable   Report Level: Payment   

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Date Type  Filters records by the type 

selected  

Accounting Period   

Date or Check Date  

Accounting 

Period Date  

Yes  

Start Date  

  

Filters records by the Date 

Type parameter  

    No  

End Date  Filters records by the Date 

Type parameter  

    No  

Company  Filters records by 

companies selected   

List of companies that 

users have access to  

  No  

Office  Filters records by offices 

selected   

List of offices   

for the company selected  

  No  

Agency  Filters records by agencies 

selected    

List of agencies that the 

users have access to  

  No  

Report Preview  
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2.9.7 Deduction Code Report 

This report shows a list of all deduction codes set up in the system. 

Report Details 

Parent Category: Back Office  Report Type: Spreadsheet  

Category: Payroll  Report Runs from Application: RMS 

Report Category: Shareable Report Level: Payment  

Report Preview 
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2.9.8 Deduction Contribution Setup by Agency Report  

This report shows all employee deductions and benefits set up for a specific agency. 

Report Details  

Parent Category: Back Office   Report Type: Spreadsheet  

Category: Payroll Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Payment 

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

Agency Filters records by agencies 

selected   

List of agencies that the 

users have access to 

  

Report Preview  
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2.9.9 Deduction Contribution Summary by Agency Report  

This report shows all deductions and contributions calculated during a date range for a specific agency. 

Report Details  

Parent Category: Back Office   Report Type: Spreadsheet  

Category: Payroll Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Payment 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Date Type Filters records by the Date 

Type selected 

Accounting Period 

Date/ Check Date  

 Yes 

Start Date 

 

Filters records by the Date 

Type parameter  

  Yes 

End Date Filters records by the Date 

Type parameter  

  Yes 

Agency Filters records by agencies 

selected  

List of agencies that 

users have access to 

 No 

Show 

Details 

Shows detail records when 

selected Yes and shows 

summary records when 

selected No 

Yes/ No  No 

 

Report Preview  
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2.9.10 Deduction Summary Report 

This report shows employees’ deductions in a given date range at a summary level. 

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Payroll  Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: Payment  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Date Type Filters records by the 

Date Type selected 

Accounting Period  

Date/ Check Date 

Check 

Date 

Yes 

Start Date 

 

Filters records by the 

Date Type parameter 

  No 

End Date Filters records by the 

Date Type parameter 

  No 

Company Filters records by 

companies selected  

List of companies that 

users have access to 

 No 

Office Filters records by offices 

selected  

List of offices  

for the company 

selected 

 No 

Transactio

n Code 

Filters records by 

transaction code 

selected 

List of transaction codes  No 

Group By 

Office 

 Yes/No Yes Yes 

 

Report Grouping    

❖ Company  

o Office  
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2.9.11 Direct Deposit Detail Report  

This report shows the detailed records of payment by bank file type.  

Report Details  

Parent Category: Back Office   Report Type: Spreadsheet  

Category: Payroll   Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Payment   

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Check Date 

From  

Filter records from the Check 

Date provided  

    Yes  

Check Date 

To  

  

Filter records to the Check 

Date provided  

    Yes  

Bank File 

Type  

Filter records by the bank file 

type selected  

List of bank file types    No  

Company  Filter records by companies 

selected   

List of companies that 

users have access to  

  No  

Report Preview  
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2.9.12 Employee Wage Statement Report 

This is a paycheck report that provides transaction details including taxes, deductions, benefits, banks, 

and accruals. In case of a live check, the MICR line and a signature will be viewed during printing only 

with a check in the bottom section. 

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Payroll  Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Payment  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Date Type Filters records by the 

Date Type selected 

Accounting Period  

Date/ Check Date 

Accounting 

Period 

Date 

Yes 

Start Date 

 

Filters records by the 

Date Type parameter 

  No 

End Date Filters records by the 

Date Type parameter 

  No 

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 No 

Office Filters records by 

offices selected  

List of offices  

for the company 

selected 

 No 

SSN Filters records by SSN  % Yes 

Report Grouping    

❖ Employer 

o Employee 
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2.9.13 Minimal Wage Report 

This report shows minimum wage information setup in Zenople’s system for different states, counties, 

and cities. 

Report Details 

Parent Category: Back Office  Report Type: Spreadsheet  

Category: Payroll  Report Runs from Application: RMS 

Report Category: Shareable Report Level: Payment  

Report Preview 
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2.9.14 Minimum Wage by Customer Worksite Report 

This report shows the minimum wage set up on a specific customer worksite.  

Report Details 

Parent Category: Back Office  Report Type: Spreadsheet  

Category: Payroll  Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Customer  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Customer Filters records by customer name   Yes 

 

Report Preview 
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2.9.15 Paycheck Middle Report 

This is a paycheck report that provides transaction details including taxes, deductions, benefits, banks, 

and accruals. In case of a live check, the MICR line, and a signature will be viewed during printing only 

along with a check in the middle section. 

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Payroll  Report Runs from Application: PAS 

Report Category: Application Report Level: Payment  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Payment 

Batch Id 

Filters payments by 

Payment Batch Id 

provided 

 0 Yes 

Payment Id 

 

Filters payments by 

Payment Id provided 

 0 Yes 

Sort by Sorts records by options 

selected 

Check Number/ 

First Name Last Name/ 

Last Name First Name / 

Customer/ Check 

Delivery 

Check 

Number 

No 
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2.9.16 Paycheck Report 

This report is a check stub issued by an employer to pay an employee for all the transactions done during 

the pay period. This includes taxes, deductions, benefits, banks, and accruals. In case of a live check, MICR 

line and a signature will be viewed during printing only. 

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Payroll  Report Runs from Application: PAS 

Report Category: Application Report Level: Payment  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Payment 

Batch Id 

Filters payments by 

Payment Batch Id 

provided 

 0 Yes 

Payment 

Id 

 

Filters payments by 

Payment Id provided 

 0 Yes 

Sort Order 

1 

Sorts records by options 

selected 

Check Number/ 

First Name Last 

Name/ 

Last Name First 

Name/ 

Customer/ 

Check Delivery 

First Name 

Last Name 

No 

Sort Order 

2 

Sorts records by options 

selected  

Check Number/ 

First Name Last 

Name/ 

Last Name First 

Name/ 

Customer/ 

Check Delivery 

Customer No 
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2.9.17 Pay Code Report 

This report shows a list of all pay codes set up in the system. 

Report Details 

Parent Category: Back Office  Report Type: Spreadsheet  

Category: Payroll  Report Runs from Application: RMS 

Report Category: Shareable Report Level: Payment  

Report Preview 
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2.9.18 Payment Accrual Report 

This report shows accruals and hours worked details of employees in each payment.   

 Report Details 

Parent Category: Back Office  Report Type: Spreadsheet  

Category: Vacation Accruals  Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Payment  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Accrual Plan Filters records by 

plans selected 

List of Accrual Plan that 

user have access to 

 Yes 

Accounting 

Period Date 

From 

Filters records by the 

type selected 

  Yes 

Accounting 

Period Date to  

Filters records by the 

Date Type parameter 

  Yes 

 

Report Preview 
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2.9.19 Payment Batch Report 

This report shows the summary of payments created in the batch.  This report is generated when a 

payment batch is posted. 

 Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Payroll  Report Runs from Application: PAS, RMS  

Report Category: Application and Shareable  Report Level: Payment  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Payment 

Batch Id 

Filters payments by 

Payment Batch Id provided 

 0 Yes 

Date Type Filters records by the Date 

Type selected 

Accounting Period 

Date/ Check Date 

Accounting 

Period Date 

Yes 

Start Date 

 

Filters records by the Date 

Type parameter 

  No 

End Date Filters records by the Date 

Type parameter 

  No 

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 No 

Office Filters records by offices 

selected  

List of offices  

for the company 

selected 

 No 

Sort By Sorts records by options 

selected 

Employee/ Check  

Number 

Employee Yes 

 

Report Grouping    

❖ Company  

o Office  

▪ Payment Batch Id  
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Note: Users can run the report either by Batch Id or other parameters but not both. 
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2.9.20 Payment Deduction Detail Report 

This report shows all fields related to all deductions deducted per employee’s check.  

Report Details  

Parent Category: Back Office  Report Type: Report-Builder 

Category: Payroll Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Payment 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Accounting 

Period From 

Filters the records from 

this accounting period 

  No 

Accounting 

Period To 

Filters the records up to 

this accounting period 

  No 

Check Date 

From 

Filters the records from 

this check date 

   

Check Date 

To 

Filters the records up to 

this check date 

   

Company Filters records by 

companies selected  

List of companies that 

users have access to 

 Yes 

Office Filters records by offices 

selected  

List of offices  

for the company 

selected 

 Yes 

SSN Filters records by SSN    No 

Person Filters records by 

person’s name  

  No 

Is DD Shows direct deposit 

records only if selected 

yes else shows all data 

Yes/ No  No 

Check Status Filters records by the 

status of check selected 

List of check status  No 

Type Filters records by 

transaction type 

List of all transaction 

type 

 No 

Code Filters records by 

transaction code 

List of all transaction 

code 

 No 
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2.9.21 Payment Deduction Report 

This report shows the deduction amount withheld from an employee’s paycheck. It includes agency 

information and case information/references for the given date range. 

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Payroll  Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: Payment  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Date Type Filters records by the 

Date Type selected 

Accounting Period  

Date/ Check Date 

Accounting 

Period Date 

Yes 

Start Date 

 

Filters records by the 

Date Type parameter 

  Yes 

End Date Filters records by the 

Date Type parameter 

  Yes 

Company Filters records by 

companies selected  

List of companies that 

users have access to 

 No 

Office Filters records by 

offices selected  

List of offices for the 

company selected 

 No 

Code Filters records by 

deduction code 

list of deduction 

codes that users have 

access to 

 No 

Group By             

Office 

Groups records by 

Office when selected 

Yes else records won't 

be grouped by Office 

Yes/No Yes Yes 

 

Report Grouping    

❖ Company  

o Office  
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2.9.22 Payment Deduction Summary Report 

This report shows a summary of all fields related to all deductions deducted. It is the summary report of 

the Payment Deduction Report. 

Report Details  

Parent Category: Back Office  Report Type: Report-Builder 

Category: Payroll Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Payment 
 

Report 

Parameter 

Description Parameter Options Default  Required 

Accounting 

Period From 

Filters records from this 

accounting period 

  No 

Accounting 

Period To 

Filters the records up to 

this accounting period 

  No 

Check Date 

From 

Filters records from this 

check date 

   

Check Date 

To 

Filters the records up to 

this check date 

   

Company Filters records by 

companies selected  

List of companies that 

users have access to 

 Yes 

Office Filters records by offices 

selected  

List of offices  

for the company 

selected 

 Yes 

Check Status Filters records by the 

status of check selected 

List of check status  No 

Type Filters records by 

transaction type 

List of all transaction 

type 

 No 

Code Filters records by 

transaction code 

List of all transaction 

code 

 No 
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Report Grouping    

❖ Accounting Period 

o Category  

▪ Type 

• Code 

Report Preview  
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2.9.23 Payment List Report 

This report shows the list of paychecks and details in a given date range. 

Report Details 

Parent Category: Back Office  Report Type: Spreadsheet  

Category: Payroll  Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Payment  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Date Type Filters records by the 

type selected 

Accounting Period  

Date/ Check Date 

Accounting 

Period Date 

Yes 

Start Date 

 

Filters records by the 

Date Type parameter 

  Yes 

End Date Filters records by the 

Date Type parameter 

  Yes 

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 No 

Office Filters records by 

offices selected  

List of offices  

for the company 

selected 

 No 

Check Type Filters records by 

check type selected 

All / Direct 

Deposit/ Live 

Checks 

 No 
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Zenople Reports Manual  
 

Confidential 

    P a g e  183 | 302 

Zenople 

2.9.24 Payment Report by Accounting Period Report 

This report shows payment details of an employee with their gross, tax, deduction, benefit, tax amount. 

Report Details  

Parent Category: Back Office  Report Type: Report-Builder 

Category: Payroll Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Payment 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Accounting 

Period 

From 

Filters records from this 

accounting period 

  Yes 

Accounting 

Period To 

Filters the records up to 

this accounting period 

  Yes 

Company Filters records by 

companies selected  

List of companies that 

users have access to 

 Yes 

Office Filters records by offices 

selected  

List of offices for the 

company selected 

 Yes 

SSN Filters records by SSN    No 

Person Filters records by person’s 

name  

  No 

Is DD Shows direct deposit data 

only if selected yes else 

shows all records 

Yes/ No  No 

Check 

Status 

Filters records by the status 

of check selected 

List of check status  No 
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2.9.25 Payment Report by Check Date Report  

This report shows payment detailed records grouped by check date. 

Report Details  

Parent Category: Back Office   Report Type: Report Builder  

Category: Payroll Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Payment 
 

Report 

Parameter  

Description  Parameter Options  Default  Required  

Check Date 

From 

Filters records by payment batch’s 

Check Date From 

    Yes  

Check Date To Filters records by payment batch’s 

Check Date To 

    Yes  

Company  Filters records by companies 

selected  

List of companies 

that the user has 

access to 

 
Yes 

Office  Filters records by offices selected   List of offices for the 

 company selected  

  Yes  

Person Filters records by person’s name 
  

No  

SSN Filters records by SSN    No  

Is DD Shows direct deposit records only if 

selected Yes, shows live check 

records if select No, else shows all 

data  

Yes/ No  No 

Check Status Filters records by the status of 

check selected 

List of Check Status  No 
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2.9.26 Payment Summary Report by Accounting Period Report  

This report shows payment details of an employee with their gross, tax, deduction, benefit, tax amount, 

and direct deposit status filtered by accounting period. 

Report Details  

Parent Category: Back Office   Report Type: Report Builder  

Category: Payroll Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Payment 

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

Accounting 

Period From  

Filters records by payment 

batch’s Accounting Period 

Date From 

    Yes  

Accounting 

Period To 

Filters records by payment 

batch’s Accounting Period 

Date To 

    Yes  

Company Filters records by companies 

selected 

List of companies that 

the users have access to  

  

Office  Filters records by offices 

selected   

List of offices   

for the company 

selected  

  Yes  

 

Report Grouping     

 

❖ Accounting Period 

o Company 

▪ Office 

 

 

 

 



Zenople Reports Manual  
 

Confidential 

    P a g e  188 | 302 

Zenople 

Report Preview  
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2.9.27 Payment Summary Report by Check Date Report  

This report shows payment details of an employee with their gross, tax, deduction, benefit, tax amount, 

and direct deposit status filtered by check date. 

Report Details  

Parent Category: Back Office   Report Type: Report Builder  

Category: Payroll Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Payment 

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

Check Date 

From 

  

Filters records by payment 

batch’s Check Date From 

    Yes  

Check Date To Filters records by payment 

batch’s Check Date To 

    Yes  

Company Filters records by companies 

selected 

List of companies that 

the users have access to 

 
Yes 

Office  Filters records by offices 

selected   

List of offices for the 

company selected  

  Yes  

 

Report Grouping     

 

❖ Check Date 

▪ Company 

• Office 
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2.9.28 Payment Tax Report 

This report shows all fields related to all taxes calculated per employee check. 

Report Details 

Parent Category: Back Office  Report Type: Report-Builder  

Category: Payroll  Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Payment  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Check Date 

From 

Filters records by check 

date from the date provided 

  Yes 

Check Date 

To 

Filters records by check 

date to the date provided 

  Yes 

Company Filters records by companies 

selected  

List of companies 

that users have 

access to 

 Yes 

Office Filters records by offices 

selected  

List of offices  

for the company 

selected 

 Yes 

Person Filters records by person’s 

name 

  No 

SSN Filters records by SSN   No 

Is DD Shows direct deposit records 

only if selected yes, shows 

live check records if selected 

no, else shows all records 

else shows all records 

Yes/ No  No 

Is 

Employer 

Tax 

Shows employer tax records 

only if selected yes, shows 

employee tax records if 

selected no, else shows all 

records else shows all 

records 

Yes/ No  No 

Check 

Status 

Filters records by status 

selected 

List of check status  No 

Type Filters records by tax 

transaction type’s selected 

List of tax 

transaction type 

 No 
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Code Filters records by tax 

transaction codes selected 

List of tax 

transaction codes 

 No 

Report Preview 
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2.9.29 Payment Tax Summary Report 

This report shows the summary of all taxes calculated. It is a summary report of the Payment Tax 

Report. 

Report Details 

Parent Category: Back Office  Report Type: Report-Builder  

Category: Payroll  Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Payment  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Check 

Date From 

Filters records by Check 

Date From the date provided 

  Yes 

Check 

Date To 

Filters records by check 

date to the date provided 

  Yes 

Company Filters records by companies 

selected  

List of companies 

that users have 

access to 

 Yes 

Office Filters records by offices 

selected  

List of offices  

for the company 

selected 

 Yes 

Is 

Employer 

Tax 

Shows employer tax records 

only if selected yes, shows 

employee tax records if 

selected no, else shows all 

records else shows all records 

Yes/ No  No 

Check 

Status 

Filters records by status 

selected 

List of check 

status 

 No 

Type Filters records by tax 

transaction type’s selected 

List of tax 

transaction type 

 No 

Code Filters records by tax 

transaction codes selected 

List of tax 

transaction 

codes 

 No 
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Report Grouping    

❖ Company 

o Accounting Period 

▪ Category  

• Type  

o Code 

  

Report Preview 
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2.9.30 State Related Tax Report  

This report shows local tax deductions calculated including state tax for a given date range. 

Report Details  

Parent Category: Back Office   Report Type: Spreadsheet  

Category: Payroll Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction 

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

Check 

Date From 

Filters records by Check 

Date From the date provided 

    Yes  

Check Date To Filters records by Check Date To 

the date provided 

    Yes  

State Code Filters records by state code List of state code 
 

No 
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2.9.31 Sales Tax by Accounting Period Report  

This report shows all sales taxes calculated in a given date range grouped by Accounting Period. 

Report Details  

Parent Category: Back Office   Report Type: Report Builder  

Category: Payroll Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction 

 

Report 

Parameter  

Description  Parameter Options  Default  Required

  

Accounting 

Period From 

  

Filters records by transaction 

batch’s Accounting Period 

Date From 

    Yes  

Accounting 

Period To 

Filters records by transaction 

batch’s Accounting Period 

Date To 

    Yes  

Company  Filters records by companies 

selected 

List of companies that the 

users have access to 

 
Yes 

Office  Filters records by offices 

selected   

List of offices   

for the company selected  

  Yes  

Person Filters records by person’s 

name 

  
No  

SSN Filters records by SSN    No  
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2.9.32 Sales Tax by Invoice Date Report  

This report shows all sales taxes calculated in a given date range grouped by the invoice date.  

Report Details   

Parent Category: Back Office   Report Type: Report Builder   

Category: Payroll   Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction   

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Invoice 

Date From    

Filters records by Invoice Date 

From  

      Yes   

Invoice 

Date To  

Filters records by Invoice Date 

To  

      Yes   

Company   Filters records by companies 

selected  

List of companies that the 

users have access to  

  Yes  

Office   Filters records by offices 

selected    

List of offices 

for the company selected   

   Yes   

Person  Filters records by 

person’s name  

    No   

SSN  Filters records by SSN       No   

Report Preview  
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2.9.33 Sales Tax Summary by Accounting Period Report  

This report shows the summary of sales taxes calculated in a given date range grouped by accounting 

period. It is the summary report of the Sales Tax by Accounting Period Report. 

Report Details  

Parent Category: Back Office   Report Type: Report Builder  

Category: Payroll Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction 

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

Accounting 

Period From 

Filters records by transaction 

batch’s Accounting Period 

Date From 

    Yes  

Accounting 

Period To 

Filters records by transaction 

batch’s Accounting Period 

Date To 

    Yes  

Company Filters records by companies 

selected  

List of companies that the 

users have access to 

 
Yes 

Office  Filters records by offices 

selected   

List of offices   

for the company selected  

  Yes  

 

Report Grouping     

❖ Company 

o State 

▪ State Tax Code 
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2.9.34 Sales Tax Summary by Invoice Date Report  

This report shows the summary of sales taxes calculated in a given date range grouped by the invoice 

date. It is the summary report of Sales Tax by Invoice Date Report.  

Report Details   

Parent Category: Back Office   Report Type: Report Builder   

Category: Payroll   Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction   

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Invoice 

Date From  

   

Filters records by Invoice Date 

From  

      Yes   

Invoice Date 

To  

Filters records by Invoice Date 

To  

      Yes   

Company   Filters records by companies 

selected  

List of companies that the 

users have access to  

  Yes  

Office   Filters records by offices 

selected    

List of offices    

for the company selected   

   Yes   

Report Grouping  

• Company   

o State  

▪ Sales Tax Code  
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2.9.35 Taxable Gross with Deduction Report 

This report shows the summary of employee taxes based on the company for the given date range. It 

includes pre-tax deduction, to show the difference between gross wages and taxable gross. For now, FIT, 

SIT, FICA, and MEDI are included. 

Report Details   

Parent Category: Back Office   Report Type: Spreadsheet  

Category:  Payroll  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Employee  

 

Report 

Parameter  

Description  Parameter Options  Default   Required  

Check Date Fro

m  

Filters records by check 

date 

  
 

Yes  

Check Date To  

  

Filters records by check 

date    

     Yes  

Company  Filters records by companie

s selected  

List of companies that 

the users have access to  

   No  

Transaction 

type  

Filters record 

by transaction type  

List of Transaction type: 

SIT, FIT, FICA, MEDI  

  No  
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2.9.36 Tax Summary Report 

This report shows payroll taxes within a period of time at a summary level and can be used for verifying 

quarterly and yearly taxes. 

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Payroll  Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: Payment  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Date Type Filters data records by the 

Date Type selected 

Accounting Period  

Date/ Check Date 

Accounting 

Period Date 

Yes 

Start Date 

 

Filters records by the 

Date Type parameter 

  Yes 

End Date Filters records by the 

Date Type parameter 

  Yes 

Company Filters records by 

companies selected  

List of companies 

that users have 

access to 

 No 

Office Filters records by offices 

selected  

List of offices  

for the company 

selected 

 No 

Relates To Filters tax for the selected 

entity 

Employee, 

Employer, Both 

Both Yes 

Tax Type Filters tax for the selected 

types only 

  No 

Group By 

office 

Group report by Office if 

Yes is selected 

Yes/ No Yes Yes 

 

Report Grouping    

❖ Company  

o Office 



Zenople Reports Manual  
 

Confidential 

    P a g e  207 | 302 

Zenople 

Report Preview 
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2.9.37 Paycheck Top Report 
This report is a check stub issued by an employer to pay an employee for all the transactions done 

during the pay period. This includes taxes, deductions, benefits, banks, and accruals. In case of a live 

check, MICR line and a signature will be viewed during printing only along with a check in the top 

section. 

Report Details  

Parent Category: Back Office   Report Type: Paginated   

Category: Payroll   Report Runs from Application: PAS  

Report Category: Application  Report Level: Payment   

 

Report 
Parameter  

Description  Parameter Options  Default   Required  

Payment 
Batch Id  

Filters payments by 
Payment Batch Id provided  

  0  Yes  

Payment Id  
  

Filters payments by 
Payment Id provided  

  0  Yes  

Sort Order 1  Sorts records by options 
selected  

Check Number/  
First Name Last 
Name/  
Last Name First 
Name/  
Customer/  
Check Delivery  

First Name  
Last Name  

No  

Sort Order 2  Sorts records by options 
selected   

Check Number/  
First Name Last 
Name/  
Last Name First 
Name/  
Customer/  
Check Delivery  

Customer  No  

 

 

 

 

Report Preview 
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2.10 Timesheet Reports 

2.10.1 Daily Time Report  

This report shows all daily time punches and their details entered in a system in a given date range. 
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Report Details  

Parent Category: Back Office   Report Type: Spreadsheet  

Category: Timesheet Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Customer 

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

Accounting 

Period 

Filters records for the accounting 

period selected 

  Yes 

Customer  Filters records by customer name     Yes  

Report Preview  
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2.10.2 Invoice Timesheet Report 

This report shows timeclock punch information related to an invoice for their punch in, punch out, 

break-in, break-out information. 

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Timesheet  Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: Invoice 

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Invoice 

Number 

Filter records by Invoice number   0 Yes 

AP Start 

Date 

Filters records by accounting period 

start date 

  No 

AP End 

Date 

Filters records by accounting period 

end date 

  No 

Customer Filters records by customer name  % Yes 

Report Grouping    

❖ Invoice Number  
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2.10.3 Missing Time Card Report  

This report shows all assignments that were active but didn’t have timesheets records for the selected 

accounting period. 

Report Details  

Parent Category: Back Office   Report Type: Spreadsheet  

Category: Timesheet Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

Accounting 

Period 

Filters missing time card 

for the accounting period 

selected 

List of all the accounting period 

ordered from the recent date 

with status ordered by open  

and then closed 

 Yes 

Company  Filters 

records by companies 

selected   

List of companies that the users 

have access to 

  Yes  

Office  Filters records by offices 

selected   

List of offices   

for the company selected  

  Yes  

Report Preview  
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2.10.4 Time Clock Setup Info Report 

This report shows all the time clock setup and property details that have active assignments in a given 

date range. 

Report Details 

Parent Category: Back Office  Report Type: Spreadsheet  

Category: Timesheet  Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: Assignment 

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Assignment 

Start Date  

Filters records by assignments 

Start Date From 

  Yes 

Assignment 

End Date  

Filters records by assignments 

Start Date To 

  Yes 

Time Clock 

Status 

Filters records by Time clock’s 

status selected 

Active/ Inactive/ 

All 

All No 

Report Preview 
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2.10.5 Time Clock Punch Report 

This report shows all the time clock punch details in a given date range. 

Report Details 

Parent Category: Back Office  Report Type: Spreadsheet  

Category: Timesheet  Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: Assignment 

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Accounting 

Period From 

Filters records by Transaction’s 

Accounting Period Date from 

  Yes 

Accounting 

Period To 

Filters records by Transaction’s 

Accounting Period Date to 

  Yes 

Customer Filters records by customer name  % No 

Person Filters records by person’s name   No 

Report Preview 
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2.10.6 Transaction Batch Report  

This report shows detailed timesheet information including hours, transaction code, units, and margin. 

This report can also be used to verify, confirm, and process transactions. 

Report Details  

Parent Category: Back Office   Report Type: Paginated  

Category: Timesheet Report Runs from Application: RMS, TMS  

Report Category: Application and Shareable   Report Level: Transaction 

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

Transaction 

Batch Id 

Filters the transaction batch  

records by transaction batch 

Id provided 

 0 Yes 

Start Date (AP) 

  

Filters records from the 

accounting period start date 

provided 

    No  

End Date (AP) Filters records to the 

accounting period end date 

provided 

    No  

Company  Filters records by companies 

selected 

List of companies that 

the users have access 

to 

  

Office  Filters records by offices 

selected   

List of offices   

for the company 

selected  

  No  

Customer Filters records by customer 

name 

 
%  No 

Sort By Sorts records by the option 

selected 

Customer/ 

Employee/ PPE  

Customer Yes 
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Note: Users can run this report either by batch Id or other parameters but not both. 
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2.10.7 Transaction Batch Detail Report  

This report shows detailed timesheet information including hours, transaction code, units, and margin. 

This report can also be used to verify, confirm, and process transactions. 

Report Details  

Parent Category: Back Office   Report Type: Paginated   

Category: Timesheet Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

 

Report 

Parameter  

Description  Parameter Options  Default  Required  

Transaction 

Batch Id 

Filters the transaction detail 

records by Transaction Batch Id 

provided 

 0 Yes 

Start 

Date (AP) 

  

Filters the time entry data from 

the accounting period start date 

provided 

    No  

End 

Date (AP) 

Filters the time entry records to 

the accounting period end date 

provided 

    No  

Company  Filters records by companies 

selected   

List of companies that 

the users have access 

to 

  No  

Office  Filters records by offices 

selected   

List of offices   

for the company 

selected  

  No  

Customer Filters records by customer 

name 

 
%  Yes  

Sort Order Sorts the report records by the 

option selected 

Employee/ PPE/ 

Customer 

Customer Yes 
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Report Grouping     

❖ Company 

• Office   

▪ Transaction Batch Id   

Report Preview  
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2.10.8 Transaction Batch with Margin Report 

This report shows detailed timesheet information including hours, transaction code, units, and margin. 

This report can also be used to verify, confirm, and process transactions.   

Report Details 

Parent Category: Back Office  Report Type: Paginated  

Category: Gross Profit/Transaction Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Transaction 

 

Report 

Parameter 

Description Parameter  Default  Required 

Transaction 

Batch Id 

Filters records by Transaction Batch 

Id provided. 

  Yes 

 

Report Preview 
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2.10.9 Transaction Item by Category Report 

This report shows the detailed information of hours and amounts for both pay and bill sides under each 

pay code category for the specified accounting period. It also compares whether hours on the pay and 

bill sides match or not.  

Report Details  

Parent Category: Back Office   Report Type: Spreadsheet  

Category: Timesheet  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Transaction  

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Accounting 

Period Date 

From  

Filter records from the 

Accounting Period Date 

provided  

    Yes  

Accounting 

Period Date 

To   

Filter records to the 

Accounting Period Date 

provided  

    Yes  

Company  Filter records by 

companies selected   

List of companies that 

users have access to  

  No  

Office  Filters records by offices 

selected   

List of offices for the 

company selected  

  No  

Pay Code 

Category  

Filters records by the pay 

code selected  

List of pay codes under 

the pay code category  

  No  
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Report Preview  

  

  



Zenople Reports Manual  
 

Confidential 

    P a g e  225 | 302 

Zenople 

2.11 Vacation Accruals Reports 

2.11.1 Accrual Balance Report 

This report shows PTO accruals setup per employee along with its balance. 

Report Details 

Parent Category: Back Office  Report Type: Spreadsheet  

Category: Vacation Accruals  Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Accrual  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Accrual 

Plan 

Filters records by plans 

selected 

List of Accrual Plan that 

the users have access to 

 Yes 

Employee 

Status 

Filters records by the 

status selected 

List of employee status  No 

Report Preview 
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2.11.2 Employee Accrual History Report 

This report shows the vacation accrual history for a filtered employee. 

Report Details 

Parent Category: Back Office  Report Type: Spreadsheet 

Category: Vacation Accruals  Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: Payment  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Person Id Filters records by 

person Id  

  Yes 

Report Preview 
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2.11.3 Person Accrual Report  

This report shows PTO accruals calculated broken down by accrual plan per employee. 

Report Details   

Parent Category: Back Office   Report Type: Spreadsheet  

Category:  Vacation Accruals  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Employee  

   

Report 

Parameter  

Description  Parameter Options  Default   Required  

Company  

   

Filters records by  

companies selected  

List of companies that 

the users have access to  

  

  Yes  

Office  

  

Filters records by offices 

selected    

List of offices for the 

company selected  

   Yes  

Accrual Plan  Filters records by 

the accrual plan  

List of Accrual Plan     Yes  

Person Id  Filters record by specific 

person Id  

    No  

Include with 

Balance  

Filters record to show zero 

balance or not  

Yes/ No  

  

  No  

  

Report Preview  
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2.11.4 PTO Accrual Setup Detail Report  

This report shows PTO accrual detail records, PTO accrual plan set up for each employee, and their 

balance. 

Report Details  

Parent Category: Back Office Report Type: Spreadsheet  

Category: Vacation Accruals Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Accrual 

 

Report 

Parameter  

Description  Parameter Options Default  Required  

Company  Filters records by companies 

selected   

List of companies that 

the users have access to 

  Yes  

Office  Filters records by offices 

selected   

List of offices   

for the company 

selected  

  Yes  

Accrual Plan  Filters records by the accrual 

plan selected 

List of accrual plans that 

the users have access to 

 
No  

 

Report Preview  
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Part 3 

OTHER 
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3 Other 

3.1 Admin Reports 

3.1.1 Staff Activity Report 

This report shows the detailed activity of the staff selected for their Interviews, Assignments, Jobs, 

Comments, and Tasks.  

Report Details  

Parent Category: Other  Report Type: Paginated  

Category: Admin  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Person  

  

Report 

Parameter  

Description  Parameter 

Options  

Default   Required  

Start Date  Filter records from the provided date     Yes  

End Date  Filter records to the provided date     Yes  

User  Filters the record for the users selected  List of users  All  No  

Show 

Summary  

Shows detailed information of 

assignment, job, task, and comment if 

selected False else shows count only.  

True/ False  True  No  
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Report Preview  
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3.1.2 User Activity Report 

This report shows the user activity in a given date range. It includes number of login, SMS, employee, 

customer, job, check and invoice entered. 

Report Details 

Parent Category: Other  Report Type: Spreadsheet  

Category: Accounts Payable  Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Person 

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Date from Filters the records from the date 

provided 

  Yes 

Date To Filters the records up to the date 

provided 

  Yes 

Report Preview 
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3.1.3 User Log Report  

This report shows login info of the office staff including their IP address, browser, month, date, and time. 

Report Details  

Parent Category: Other  Report Type: Spreadsheet  

Category: Admin Report Runs from Application: RMS  

Report Category: Shareable  Report Level: User 

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Insert 

Date From 

Filters the login info of the users from 

provided insert date 

  Yes 

Insert 

Date To 

Filters the login info of the users to 

the provided insert date 

  Yes 

Report Preview 
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3.2 Common Reports 

3.2.1 Comment Report 

This report shows the all comments. It can be further filtered by a specific employee/ customer/ contact/ 

job/ assignment and date range. 

Report Details 

Parent Category: Other  Report Type: Paginated 

Category: Common  Report Runs from Application: EIS, AMS, RMS, 

IMS, CMS, UMS, WIM  

Report Category: Application and Shareable  Report Level: Comment 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Start Date 

 

Filters comments inserted 

from this date 

  No 

End Date Filters comments inserted to 

this date 

  No 

Relates To Filters comments related to 

the selected entity 

Assignment/ Bill/ 

Invoice/Job/ 

Organization/ 

Payment/Person/

Work Injury/ 

Unemployment 

 Yes 

Name/Id/N

umber 

Filters comment for 

respective name, Id and 

number provided 

  No 

Company Filters records by companies 

selected  

List of companies 

that users have has 

access to 

 No 

Office Filters records by offices 

selected  

List of offices for 

the company 

selected 

 No 

Comment 

Type 

Filters comment by comment 

type selected 

List of all comment 

types 

 No 

Comment 

By 

Filters comment inserted by 

the person selected 

List of person 

name 

 No 
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Show 

Summary 

Shows summary records 

when selected True else 

shows details of the records 

True/ False False No 

Group By Groups report by the 

selected option 

Office/ Comment 

Type/ Name 

Office Yes 

 

Report Preview 
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3.2.2 Comment Report 

This report shows comments inserted for the corresponding entity if any. 

Report Details 

Parent Category: Other  Report Type: Spreadsheet 

Category: Common  Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: Comment 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Insert Date 

From 

Filters comments 

inserted from this date 

  Yes 

Insert Date To Filters comments 

inserted to this date 

  Yes 

Relates To Filters comments 

related to the selected 

entity 

Assignment/ Bill/ 

Invoice/ Job/ 

Organization/ 

Payment/Person/ 

Work Injury/ 

Unemployment 

 Yes 

Name Filters comment for the 

name provided 

  No 

Company Filters records by 

companies selected  

List of companies 

that user has 

access to 

 No 

Office Filters records by offices 

selected  

List of offices for 

the company 

selected 

 No 

Comment Type Filters comment for 

comment type selected. 

List of all comment 

types 

 No 

Comment By Filters comment 

inserted by the person 

selected 

List of person 

name 

 No 

Show Details Shows detail records 

when selected True and 

show summary records 

when selected False 

True/False  No 

Subject Filters by the 

comment’s subject 

  No 
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Report Grouping    

❖ Company  

o Office  

Report Preview 
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3.3 Log Reports 

3.3.1 Audit Log Report 

This report shows history records if corresponding records are changed on the selected categories. 

Report Details 

Parent Category: Other  Report Type: Spreadsheet 

Category: Log  Report Runs from Application: EIS, AMS, RMS  

Report Category: Application and Shareable  Report Level: History data  

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Relates To Filters records for 

the selected entity 

if records have 

been changed 

 EIS >employee 

AMS>assignment (Based 

on the application, default 

value is passed for a 

corresponding entity) 

Yes 

Relates To 

Value 

Filters by Id of 

selected Relates to 

the parameter 

value 

 EIS >employee>person Id 

AMS>assignment> 

assignment Id 

Yes 

Category 

 

Filters records 

under different 

categories for the 

selected option 

 All No 
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Report Preview 

  

 

3.3.2 Email Log Report 

This report shows a log of emails sent using Zenople including receiver email Id, date, status, and so on. 

Report Details 

Parent Category: Other  Report Type: Spreadsheet 

Category: Log  Report runs from Application: RMS  

Report Category:  Shareable  Report Level: Email 

 

Report 

Parameter 

Description Parameter 

Options 

Default  Required 

Scheduled 

Date From 

Filters data records scheduled from 

this date 

  Yes 

Scheduled 

Date To 

Filters records scheduled to this 

date 

  Yes 

To 

 

Filters records by receiver email Id   No 
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3.3.3 E-verify Log Report  

This report shows the log records of the E-verify form. It will show the log records of a maximum twelve 

months difference between the date range. 

Report Details  

Parent Category: Other  Report Type: Spreadsheet  

Category: Log Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Person 

 

Report 

Parameter  

Description  Parameter Options Default  Required  

Assigned Date 

From 

Filters the E-verify records 

from the assigned date  

  Yes 

Assigned Date 

To  

Filters the E-verify records 

to the assigned date  

    Yes  

Company  Filters records by companies 

selected   

List of companies that 

the users have access to 

  No  

Office  Filters records by offices 

selected   

List of offices   

for the company 

selected  

  No  

Person Id Filters records by person Id 
  

No  

E-verify Status List of all E-verify Status   No 

Report Preview  
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3.3.4 I9 Log Report  

This report shows the log records including the person who edited (user), date, time, all edits, and 

updates of the fields in the I9 form. It can be filtered by a specific person or in the date range provided. 

Report Details  

Parent Category: Other  Report Type: Spreadsheet  

Category: Log Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Person 

 

Report 

Parameter  

Description  Parameter Options Default  Required  

Task Date From Filters records from the date 

provided. The date is the I9 

task assigned date. 

  No 

Task Date To 

  

Filters records to the date 

provided. The date is the I9 

task assigned date. 

    No  

Company  Filters records by companies 

selected 

List of companies that 

the users have access to 

  No  

Office  Filters records by offices 

selected   

List of offices   

for the company 

selected  

  No  

Person Id Filters records by person Id 
  

No  

 

Report Grouping     

❖ Employee  
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Report Preview  

 

Note: If Person Id is provided then the log records will be fetched only depending on the Person Id.  
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3.3.5 Payroll Audit Report 

This report shows the audit of payroll changes of employees between the date range provided.  

Report Details  

Parent Category: Other  Report Type: Spreadsheet  

Category: Log  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Person  

  

Report 

Parameter  

Description  Parameter 

Options  

Default   Required  

Start Date  Filter records from the provided date     Yes  

End Date  Filter records to the provided date     Yes  

Person Id  Filters the record for the specific person Id 

provided 

    No  

  

Report Preview  
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3.4 Management Reports 

3.4.1 Executive Summary Report  
This report is a combination of different charts that includes records of gross profit, gross wages, customer 

count, turnover ratio, fill ratio, total bill, outstanding balance, AR aging, candidate count, Employee count 

and user count.  

Report Details 

Parent Category: Other   Report Type: Paginated  

Category: Management   Report Runs from Application: RMS   

Report Category: Shareable   Report Level:  

   

Report 

Parameter  

Description  Parameter  

Options  

Default

   

 Required  

Accounting 

Period  

   

Filters records by Accounting Period 

provided  

      Yes  
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3.5 Utilities 

3.5.1 Employee Merge Report 

This utility allows merging two employee records into a single record in case of duplicate records. The 

records that are merged are Person Id, SSN, Company, Person Tasks, Bank Account, Deductions, 

Benefits, Taxes, Accruals, and Accrual Adjustments. The bad employee’s name will be updated as 

“FirstName zzzLastName” in our system. 

Report Details 

Parent Category: Other  Report Type: Spreadsheet  

Category: Utility  Report Runs from Application: APS  

Report Category: Shareable  Report Level: Person 

 

Report Parameter Description Parameter 

Options 

Default  Required 

Active Employee Id Good employee Id   Yes 

Inactive Employee Id Bad employee Id   Yes 
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3.5.2 Green Shades Data Populate Report  

This utility is used to generate records so that these can be synced to Green Shades.  

Report Details  

Parent Category: Back Office   Report Type: Spreadsheet  

Category: Utility Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Payment 

 

Report 

Parameter  

Description  Parameter Options Default  Required  

Check Date 

From 

Makes the check records 

ready from Zenople from the 

provided Check Date 

  Yes 

Check Date To Makes the check records 

ready from Zenople to the 

provided Check Date 

    Yes  

Back Office 

Company 

List of the Back Office 

companies 

List of the back-office 

company that the 

users have access to 

 Yes 
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3.6 Work Injury Report 

3.6.1 Work Injury List Report   

This report shows work injury records including their cause, type, and claim type for the provided 

incident that happened during a date range.  

Report Details   

Parent Category: Other   Report Type: Spreadsheet   

Category: Work Injury  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Employee  

  

Report 

Parameter  

Description  Parameter Options  Default   Required  

Incident 

Date From  

  

Filters the work injury 

records from 

the incident date provided  

    Yes  

Incident Date 

To  

Filters the work injury 

records up to 

the incident date provided  

    Yes  

Company  Filters records by 

companies selected   

List of companies that 

the users have access to  

  No  

Office  Filters records by offices 

selected   

List of offices for the 

company selected  

  No  

 

Report Preview  
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3.7 Year End Reports 

3.7.1 1094-C Report 

This report includes the data reported to the Internal Revenue Service summary information for each 

employer. 

Report Details 

Parent Category: Other Report Type: Paginated  

Category: Year End  Report Runs from Application: PAS, RMS  

Report Category: Application and Shareable  Report Level: Employer 

 

Report 
Parameter 

Description Parameter Options Default  Required 

Year Filters records for open 

accounting year selected 

List of the accounting year  Yes 

Company Filters records by companies 

selected 

List of back-office 

companies that users have 

access to 

 No 
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3.7.2 1095-C Report 

This report shows important information about the healthcare coverage offered or provided to an 

employee by an employer. 

Report Details 

Parent Category: Other Report Type: Paginated  

Category: Year End  Report Runs from Application: PAS, RMS  

Report Category: Application and Shareable  Report Level: Person 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Year Filters records for open 

accounting year selected 

List of the accounting 

year 

 Yes 

Company Filters records by 

companies selected 

List of back-office 

companies that users 

have access to 

Accounting 

Period Date 

No 

SSN Filters records by SSN  % Yes 
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3.7.3 1095 C Report 

This utility generates records for healthcare coverage offered or provided to an employee by an 

employer of the 1095 form. 

Report Details   

Parent Category: Other   Report Type: Spreadsheet  

Category: Utility  Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Person  

   

Report 

Parameter  

Description  Parameter Options  Default   Required

  

Year  Filters records for open 

accounting year selected  

List of the accounting 

year  

  Yes  

Company  Filters records by companies 

selected  

List of back-office 

companies that users 

have access to  

Accounting 

Period Date  

No  

Reprocess 

Records  

Populates new records by 

filter selected  

Yes/ No    No  
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3.7.4 1095-C Label Report 

This report generates a label for an envelope for the 1095C form.   

Report Details 

Parent Category: Other  Report Type: Paginated 

Category: Year-End Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Person  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Company Filters records by companies 

selected 

List of back-office companies 

that users have access too 

 Yes 

Year Filters records for the year 

selected 

List of the accounting year  Yes 
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3.7.5 1099 NEC Report 

This report shows independent contractor payments reported for any non-employee compensation. 

Report Details 

Parent Category: Other Report Type: Paginated  

Category: Year End  Report Runs from Application: PAS, RMS  

Report Category: Application and Shareable  Report Level: Person 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Year Filters records for open 

accounting year 

selected 

List of the accounting 

year 

 Yes 

Company Filters records by 

companies selected 

List of back-office 

companies that users 

have access to 

Accounting 

Period 

Date 

No 

SSN Filters records by SSN  % Yes 

 

 



Zenople Reports Manual  
 

Confidential 

    P a g e  260 | 302 

Zenople 

Report Preview 
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3.7.6 1099 Summary Report 

This report shows the summary for 1099 form verification for year-end.   

Report Details 

Parent Category: Other  Report Type: Spreadsheet  

Category: Year-End Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Employer 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Company Filters records by 

companies selected 

List of back-office 

companies that users 

have access too 

 Yes 

Year Filters records for the year 

provided 

List of the accounting 

year 

 Yes 

 

Report Preview 
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3.7.7 940 Data Report 

This report shows the summary of records for verifying FUTA information for year-end. 

Report Details 

Parent Category: Other  Report Type: Spreadsheet  

Category: Year-End Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Payment 

 

Report 

Parameter 

Description Parameter Option Default  Required 

Company Filters records by 

companies selected 

List of back-office companies 

that users have access too 

 No 

Year Filters records for 

the year provided 

List of the accounting year  Yes 

 

Report Grouping    

❖ Company 

o Message 

Report Preview  

 

Note: The company selected in the parameter will be shown on the top and other companies will be shown below.  
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3.7.8 Estimated W2 Report 

This report shows the W2 estimated count for the selected year for each company.  

Report Details 

Parent Category: Other  Report Type: Spreadsheet  

Category: Year-End Report Runs from Application: RMS  

Report Category: Shareable  Report Level: Person  

 

Report 

Parameter 

Description Parameter Options Default  Required 

Year Filters records for the year 

provided 

List of the 

accounting year 

 Yes 
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3.7.9 W2 Correction Report 

This report shows a new W2 with the corrected data of an employee. 

Report Details 

Parent Category: Other Report Type: Paginated  

Category: Year End  Report Runs from Application: PAS, RMS  

Report Category: Application and Shareable  Report Level:  Person 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Year Filters data for open 

accounting year selected 

List of the accounting 

year 

 Yes 

Company Filters data by 

companies selected 

List of back-office 

companies that user 

has access to 

Accounting 

Period 

Date 

No 

Office Filters data by offices 

selected  

List of offices  

for the company 

selected 

 No 

Order By Orders data by the 

selected option 

  No 

SSN Filters data by SSN  % Yes 

Control 

Number 

From 

Filters data for Person Id 

starting from the 

provided range 

  No 

Control 

Number 

To 

Filters data for Person Id 

up to the provided range 

  No 

Employee 

Status 

Filters data for selected 

employee status 

List of employee 

status 

Active No 

Include 

Electronic 

W2s 

Filters electronic W2 

data only 

Yes/No   
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Note: Each W2C will be printed on a separate page. 
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3.7.10 W2 Data Validation Report 

This report shows records by checking the validation of users for invalid SSN, duplicate SSN, invalid 

address, missing resident address, multiple resident addresses, etc. 

Report Details 

Parent Category: Other Report Type: Spreadsheet 

Category: Year End  Report Runs from Application: RMS  

Report Category:  Shareable  Report Level: Person 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Year Filters records for 

accounting year selected 

List of the 

accounting year 

 Yes 

Company Filters records by 

companies selected 

List of back-office 

companies that 

users have access to 

Accounting 

Period 

Date 

No 

Report Grouping    

❖ Message 
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3.7.11 W2 Populated Data Check Report  

This report shows the exceptions after W2 is generated in case of invalid data. 

Report Details  

Parent Category: Other  Report Type: Spreadsheet  

Category: Year End Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Person 

 

Report 

Parameter  

Description  Parameter Options Default  Required  

Year Filters records for accounting 

year selected 

List of the accounting year  Yes 

Company  Filters records by companies 

selected   

 List of back-office 

companies that the users 

have access to 

  Yes  

Report Grouping     

❖ Message 
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3.7.12 W2 Report 

This report shows wage and tax records that an employer requires to send to a particular employee and 

the Internal Revenue Service (IRS) at the end of the year. 

Report Details 

Parent Category: Other Report Type: Paginated  

Category: Year End  Report Runs from Application: PAS, RMS  

Report Category: Application and Shareable  Report Level: Person 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Year Filters records for open 

accounting year selected 

List of the accounting 

year 

 Yes 

Company Filters records by 

companies selected 

List of back-office 

companies that users 

have access to 

Accounting 

Period 

Date 

No 

SSN Filters records by SSN  % Yes 
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Note: Each W2 will be printed on a separate page. 
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3.7.13 W2 Summary Report   

This report shows the summary of the total W2 count throughout the offices under the company. 

Report Details  

Parent Category: Other  Report Type: Spreadsheet  

Category: Year End Report Runs from Application: RMS   

Report Category: Shareable   Report Level: Person 

 

Report 

Parameter  

Description  Parameter Options Default  Required  

Year Filters records for 

accounting year selected 

List of the accounting year  Yes 

Company  Filters records by companies 

selected   

List of back-office companies 

that the users have access to 

  Yes  

Report Grouping     

❖ Company 

o Message 

Report Preview  
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3.7.14 W24 Up Report 

This report shows wage and tax records that an employer is required to send to a particular employee 

and the Internal Revenue Service (IRS) at the end of the year. 

Report Details 

Parent Category: Other Report Type: Paginated  

Category: Year End  Report Runs from Application: PAS, RMS  

Report Category: Application and Shareable  Report Level: Person 

 

Report 

Parameter 

Description Parameter Options Default  Required 

Year Filters data for open 

accounting year 

selected 

List of the accounting 

year 

 Yes 

Company Filters data by 

companies selected 

List of back-office 

companies that user 

has access to 

Accounting 

Period 

Date 

No 

Office Filters data by offices 

selected  

List of offices  

for the company 

selected 

 No 

Order By Orders data by the 

selected option 

Employee 

Id/FirstName/Last 

Name/Office/SSN/Zip 

code 

Last Name No 

SSN Filters data by SSN  % Yes 

Control 

Number 

From 

Filters data for Person 

Id starting from the 

provided range.  

  No 

Control 

Number 

To 

Filters data for Person 

Id up to the provided 

range 

  No 

Employee 

Status 

Filters data for selected 

employee status. 

List of employee 

status 

 No 

Include 

Electronic 

W2S 

Filters electronic W2 

data when selected Yes 

Yes/No Yes  

Show 

Corrected 

Filters corrected W2 

data when selected Yes 

Yes/No Yes  



Zenople Reports Manual  
 

Confidential 

    P a g e  276 | 302 

Zenople 

Report Preview 

 

Note: Each W2 will be printed on a separate page.  



Zenople Reports Manual  
 

Confidential 

    P a g e  277 | 302 

Zenople 

Report Index 

SN Front Office Reports Description 

1.  Customer Reports 

1.1.  New Customer Report This report shows all new customers that have a new job 

order entered for the first time in a given date range. 

2.  Employee Reports 

2.1.  Active Employees Report This report shows all active employees inserted between 

the provided date range.  

2.2.  Background Check Report This report shows the records from the background check 

form which was completed by an employee.  

2.3.  Employee Assignment Survey 

Report 

This report shows the records from the employee 

assignment survey form which was completed by an 

employee after the end of each assignment. 

2.4.  Employee Bank Detail Report This report shows the bank account details of all 

employees having bank account setup. 

2.5.  Employee Summary Report This report shows the information of a specific employee 

including their assignments, skills, educations, comments, 

SMS, and so on.  

2.6.  Essential Staff Care Report This report shows information filled by employees in the 

Essential Staff Care enrollment form including declining or 

acceptance of different plans. 

2.7.  Invalid Routing Numbers 

Report 

This report shows the list of employee bank account 

having invalid routing numbers.  

2.8.  Money Network Report This report shows the details of the newly hired and 
rehired employees with Money Network Bank within a 
provided date range.  

2.9.  Person Resume This report generates the resume for the person that 

includes skill, employment, education, interview as per 

the records in the Zenople.  

2.10.  Texting Detail Report This report shows all details of any texting sent from and 

received in the Zenople system. It can be used to identify 

specific text’s delivery time or to find the total count of 

texts. 

2.11.  W2 Electronic Disclosure 

Consent Report 

This report shows new hire records with their status of W2 

electronic consent. 

3.  FO Management 

3.1.  Turn Over Report This report is used to provide employee turnover rates 

that were actively working or ended their assignment 
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within the date range. This report can be filtered by client/ 

job.  

4.  Job & Assignment Reports 

4.1.  Assignment Info Report This report shows details of an employee’s assignment 

with rates, their contact information, worksite address, 

and additional information. 

4.2.  Assignment List Report This report shows a list of all active or started assignments 

including details in a given date range. It can be further be 

filtered by the customer. 

4.3.  Fill Ratio Report This report shows the ratio of filled employees and 

showed employees. Fill ratio is defined by placed versus 

required employees whereas showed ratio is defined by 

the number of employees having transactions versus 

placed employees. 

4.4.  How Heard Of Report This report shows how a candidate has applied into a 
system.  

4.5.  Start Sheet Report This report shows details of an employee’s assignment 

with rates, their contact information, and worksite 

address. 

5.  Recruiting & Onboarding Reports 

5.1.  New Hire Report This report shows the list of employees who received their 

first check in the provided date range. It will also include 

any employees who may not have received any checks for 

at least the number of consecutive days provided in the 

number of days parameter. 

5.2.  New Hire Report This report shows the list of persons who have got a check 

in the provided date range but who haven’t got any 

checks in the range between the start date and the 

number of days (parameter value) prior to the start date. 

5.3.  Task Report This report lists out all the tasks shown on the screen for 

printing purposes based on the filters.  

5.4.  Task List Report This report shows the list of tasks assigned to a user in a 

given range.  

5.5.  Vaccination Tracking Report This report shows the records from Vaccination Tracking 

form which was completed by new hires to track their 

vaccination status.  

 

S.N Back Office Report Description 

1. Accounting/GL Report 
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1.1 Employee Payroll Summary 

Report 

This report shows the payroll summary details of the 

employee with hours.  

1.2 GL Audit Report This report shows potential discrepancies in general 
records created by the system. 

1.3 Payroll Journal Report This report shows all paychecks in a given date range that 

includes a summarized level of transactions, taxes, 

contributions, deductions, accruals, and bank information. 

It can be further filtered in summary only level. 

1.4 Payroll Register Report This report shows all paychecks in a given date range that 

includes detailed level transactions, taxes, contributions, 

deductions, accruals, and bank information.  It can be 

further filtered in summary only level. 

1.5 Payroll Register Detail Report This report is a spreadsheet view of the Payroll Register 

Report that shows records per check when show details 

filter and shows total per employee for the summary.   

1.6 Transaction with Payroll and 

Invoice Detail Report 

This report shows pay side and bill side information of 

employees in a given date range. 

1.7 WA WC Cost Report This report shows WC-related information only for WA 

State under the earnings category including WC rate, WC 

code, pay hours, etc. 

1.8 WC Cost Detail Report This report shows all worker comp details that include 

gross, WC wages, WC cost, WC codes, etc. 

1.9 WC Cost Summary by 

Customer Report 

This report shows total worker comp wages, rates, and 
costs grouped by customer. 

1.10 WC Cost Summary Report This report shows a summary of all worker comp details 

that include gross, WC wages, WC cost, WC codes, etc. 

1.11 Worker Comp Cost Report This report shows total worker comp wages, rates, and 

cost. It can be further filtered with a group by Office/ 

Customer/ State/ WC Code/ Employee to see detail and 

summary. The WC Rate is calculated using the formula WC 

Cost divided by WC Wage. 

1.12 Worker Comp Cost With 

Hours Report 

This report shows total worker comp wages, rates, and 

costs with hours. 

1.13 Worker Comp Cost With Hour 

By State 

This report shows total worker comp wages, rates, and 

costs with hours by State. 

2. Accounts Payable Report 

2.1 Agency Paycheck Report This is a check designed which is used to pay the agencies. 

2.2 Deduction Submittal Report This report shows all deductions that were paid to the 
agencies along with employee information and case 
information/reference. It is designed to be submitted 
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along with the agency check that was 
generated.                                                                                                                                                                                                                                                                                                                                                                                                                                                   

2.3 Deduction Submittal by Office 

Report 

This report shows all deductions that were paid to the 

agencies along with employee information and case 

information/ reference broken down by Office. It is 

designed to be submitted along with the agency check 

that was generated. 

3 Accounts Receivable Reports 

3.1 AR Aging Report This report provides the aging balance for all invoices 

grouped by customers based on the date provided. The 

aging buckets used are Current, 1-30, 31-60, 61-90, and 

over 90 days. This report can be further filtered by office 

and customers. 

3.2 AR Batch Report This report prints after posting of AR payment batch. It 

includes all the payments in a batch and also runs for 

specific customers in a given date range.  

3.3 Cash Receipt Report This report shows all AR payments received during a given 

date range. It can be further filtered by Payment Type and 

Reason Code.  

3.4 Unapplied Cash Report This report shows all the unapplied cash/credits per 

customer that are remaining.  

4. Admin 

4.1 Leaderboard Report This report is used to determine incentives/bonuses for the 

Sales Rep/ Sales Manager/ Recruiters as per their 

performance level. It will also show the top three ranking 

Sales Representative, Sales Manager or Recruiter as per the 

requirement.  

5 Management Reports 

5.1 Sales Comparisons Four 
Weeks Report 

This report shows the sales, margin, and hours 

comparison by the customer for the given date and the 

three previous weeks.  

5.2 Sales Comparisons Four 
Weeks with Prior Year Report  

This report shows sales by customer compared to 

previous year’s sales. It includes records for four weeks 

from the given date. 

6. Customer 

6.1 Customer Billing Detail Report This report shows the billing details of customers in a 
given date range.   

6.2 Customer Billing Summary 

Report 

This report shows the summary of customer billing 

records.  

6.3  Customer Year to Date Report This report shows the Year-to-Date numbers for 
customers under office.  
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7. Gross Profit/Transaction 

7.1 Client Billing Report This report shows all detailed billing transactions of 
customers with a total billed amount, bill unit, and count 
of invoice and employee. It can be filtered by a specific 
customer, job title and also can be seen as a summary 
report.  

7.2 Commission Report This report shows the commission of employee’s as per 

their role.  

7.3 Gross Profit by Customer 

Reports 

This report is a summary report that shows gross profit 

and information that makes up the gross profit of each 

customer broken down by office. 

7.4 Gross Profit Report This report is a summary report that shows gross profit 

and detailed information of the gross profit broken down 

by each office. 

7.5 Gross Profit Detail Report This report shows gross profit and information that makes 

up the gross profit. It can be further filtered with a  group 

by office/User/Customer/Job Type/WC Code/ Employee 

to see detail and summary. 

7.6 Gross Profit Summary Report This report shows the summary of gross profit, total bill and 
pay hours of each office with charts.  

7.7 Management Report This report shows the overall summary of a company 

which includes financial, payroll, sales, and tax records 

that are broken down into the company and office level. 

7.8 Sales By State and City Report This report shows total sales, GP, gross broken down by 

state and city in a given date range. 

7.9 Transaction Detail Report This report shows the details of records of transactions in 
a given date range. 

7.10 Transaction Finance Report This report shows the financial details of transactions in a 

given date range. It includes information like total bill, 

total pay, burden, employer tax, cost, gross profit, etc. 

7.11 Transaction Finance Summary 

Report 

This report shows the summary of financial details of 

transactions in a given date range. It includes information 

like total bill, total pay, burden, employer tax, WC cost, 

gross profit, etc. This report is the summary report of the 

Transaction Finance Report. 

7.12 Transaction Hours Report This report shows the summary of hours broken down by 

RT, OT, DT, HOL, PTO, etc. for all transactions in a given 

date range.  

7.13 Transaction Hours Summary 

Report 

This report shows the summary of hours broken down by 
RT, OT, DT, HOL, PTO, etc for all transactions in a  given 
date range. It is the summary report of the Transaction 
Hours Report. 
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7.14 Transaction Item Report This report shows the breakdown of the transaction 

records by different item types like RT, OT, 

reimbursements, and others in a given date range. 

7.15 Transaction Summary Report This report shows the summarized records of transactions 

tagged within the given range. This report is the summary 

report of the Transaction Detail Report. 

8. Invoice Reports 

8.1 Invoice Balance Filter Report This report shows all invoices and balances due in a given 

date range. It can be filtered for a specific customer and to 

show invoices with non-zero balances. 

8.2 Invoice Batch Report This report prints after posting of invoice batch. It includes 

all the invoices in a batch and also runs for specific 

customers in a given date range. 

8.3 Invoice by Accounting Period 

Report 

This report shows list of all invoices and its detail in a 

given date range. 

8.4 Invoice by Invoice Date Report This report shows a list of all invoices and its detail in a 

given date range.  

8.5 Invoice Daily Report This report is an invoice statement provided to the 
customer for all the transactions done during the billing 
period on a daily level. 

8.6 Invoice Due Filter Report  This report shows all invoices that are past due by the 

number of days entered and can be further filtered for a 

specific customer.  

8.7 Invoice Report This report is an invoice statement provided to the 

customer for all the transactions done during the billing 

period. 

8.8 Invoice Register Report This report shows detailed invoice information generated 

in a given date range along with discounts, charges, 

invoice amount, payment amount, and balance. 

8.9 Invoice Summary by 

Accounting Period Report 

This report shows a summary of all invoices and its detail 

in a given date range. It is the summary report of the 

invoice by accounting period. 

8.10 Invoice Summary by Invoice 

Date Report 

This report shows a summary of invoices and its detail in a 

given date range. It is the summary report of the Invoice by 

Invoice Date Report.  

8.11 Invoice with Job Position 

Report  

This report is an invoice statement provided to the 

customer for all the transactions done during the billing 

period with the job title. 

8.12 Invoice with Markup and Pay 

Rate Report 

This report is an invoice statement provided to the 

customer for all the transactions done during the billing 

period with mark up percent and the pay rate 
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8.13 Invoice with Markup Percent 

Report 

This report is an invoice statement provided to the 

customer for all the transactions done during the billing 

period with the mark-up percent. 

8.14 Statement Report This report shows all invoices with open balances grouped 

by the customer. It can further be filtered for a specific 

customer. It can also be filtered to only show past due. 

8.15 Weekly Sakes Year to Date Bill 

Report 

This report shows the weekly sales year to date YTD bill on 
a summary as well as detail level. It shows the weekly bill 
of the year provided and consecutive two previous years.  

8.16 Invoice With Approved Hours 

Report 

This report is an invoice statement provided to the 

customer for all the transactions done during the billing 

period with the approved hours from the web portals.  

8.17 Customer Invoice Summary 

Report 

This report gives the summary of Customer Invoice 

including their Invoice amount, Sales Tax, Charge, Total 

Bill, Balance, and the Billing Hours for the date range 

provided.  

9. Payroll Reports 

9.1  Accrued Hours Report This report shows the total hours per employee in a given 

date range. This report can be further filtered to show 

accrued hours for the specific client, or specific employee. 

This report could be used to identify the employee benefits 

based on accrued hours. 

9.2 Benefit Code Report This report shows a list of all contribution codes set up in 

the system. 

9.3 Benefit Summary Report This report shows employer benefit contribution amounts 

grouped by benefit code in a given date range at a 

summary level. 

9.4 Cash Requirement Report This report shows details of liabilities and the amount of 

cash needed to process payroll. 

9.5 Correction Report This report shows the corrected invoice and payment. 

9.6 Deduction by Agency Report This report shows a list of employees’ deductions as per 
agencies.  

9.7 Deduction Code Report This report shows a list of all deduction codes set up in the 

system. 

9.8 Deduction Contribution Setup 

by Agency Report 

This report shows all employee deductions and benefits 

set up for a specific agency. 

9.9 Deduction Contribution 

Summary by Agency Report 

This report shows all deductions and contributions 

calculated during a date range for a specific agency. 

9.10 Deduction Summary Report This report shows employees’ deductions in a given date 

range at a summary level. 
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9.11 Direct Deposit Detail Report This report shows the detailed records of payment by 

bank file type. 

9.12 Employee Wage Statement 

Report 

This report shows the wage details of all payments 

received by an employee within a date range. It can be 

used for wage verification purposes. 

9.13 Minimal Wage Report This report shows minimum wage information setup in 
Zenople’s system for different states, counties, and cities. 

9.14 Minimum Wage by Customer 

Worksite   

This report shows the minimum wage set up on a specific 
customer worksite.  

9.15 Paycheck Middle Report This is a paycheck report that provides transaction details 

including taxes, deductions, benefits, banks, and accruals. 

In case of a live check, the MICR line, and a signature will 

be viewed during printing only along with a check in the 

middle section. 

9.16 Paycheck Report This is a paycheck report that provides transaction details 

including taxes, deductions, benefits, banks, and accruals. 

In case of a live check, the MICR line and a signature will 

be viewed during printing only with a check in the bottom 

section. 

9.17 Pay Code Report This report shows a list of all pay codes set up in the 

system. 

9.18 Payment Accrual Report This report shows accruals and hours worked details of 

employees in each payment.   

9.19 Payment Batch Report This report prints after posting the payment batch. It 

includes all the payments in a batch.  

9.20 Payment Deduction Detail 

Report 

This report shows all fields related to all deductions 
deducted per employee’s check. 

9.21 Payment Deduction Report This report shows the deduction amount withheld from an 

employee’s paycheck. It includes agency information and 

case information/references for the given date range. 

9.22 Payment Deduction Summary 

Report 

This report shows a summary of all fields related to all 
deductions deducted. It is the summary report of the 
Payment Deduction Report. 

9.23 Payment List Report This report shows the list of paychecks and details in a 

given date range. 

9.24 Payment Report by 

Accounting Period 

This report shows payment details of an employee with 

their gross, tax, deduction, benefit, tax amount. 

9.25 Payment Report by Check 

Date Report 

This report shows payment detailed records grouped by 

check date. 

9.26 Payment Summary Report by 

Accounting Period Report 

This report shows payment details of an employee with 
their gross, tax, deduction, benefit, tax amount, and direct 
deposit status filtered by accounting period. 
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9.27 Payment Summary Report by 

Check Date Report 

This report shows payment details of an employee with 

their gross, tax, deduction, benefit, tax amount, and direct 

deposit status filtered by check date. 

9.28 Payment Tax Report This report shows all fields related to all taxes calculated 

per employee check. 

9.29 Payment Tax Summary Report This report shows the summary of all taxes calculated. It is 

a summary report of the Payment Tax Report.   

9.30 State Related Tax Report This report shows local tax deductions calculated including 

state tax for a given date range. 

9.31 Sales Tax by Accounting 

Period Report 

This report shows all sales taxes calculated in a given date 

range grouped by Accounting Period. 

9.32 Sales Tax by Invoice Date 

Report 

This report shows all sales taxes calculated in a given date 

range grouped by the invoice date.  

9.33 Sales Tax Summary by 

Accounting Period Report 

This report shows the summary of sales taxes calculated in 

a given date range grouped by accounting period. It is the 

summary report of the Sales Tax by Accounting Period 

Report. 

9.34 Sales Tax Summary by Invoice 

Date Report 

This report shows the summary of sales taxes calculated in 

a given date range grouped by the invoice date. It is the 

summary report of Sales Tax by Invoice Date Report.  

9.35 Taxable Gross with Deduction 

Report 

This report shows the summary of employee taxes based 

on the company for the given date range. It includes pre-

tax deduction, to show the difference between gross 

wages and taxable gross. For now, FIT, SIT, FICA, and MEDI 

are included. 

9.36 Tax Summary Report This report shows payroll taxes within a period of time at a 

summary level and can be used for verifying quarterly and 

yearly taxes. 

9.37 Paycheck Top Report This report is a check stub issued by an employer to pay 

an employee for all the transactions done during the pay 

period. 

10 Timesheet Report 

10.1 Daily Time Report This report shows all daily time punches and their details 

entered in a system in a given date range. 

10.2 Invoice Timesheet Report This report shows timeclock punch information related to 

an invoice for their punch in, punch out, break-in, break-

out information. 

10.3 Missing Time Card Report This report shows all assignments that were active but 

didn’t have timesheets records for the selected 

accounting period. 
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10.4 Time Clock Setup Info Report This report shows all the time clock setup and property 

details that have active assignments in a given date range. 

10.5 Time Clock Punch Report This report shows all the time clock punch details in a 

given date range. 

10.6 Transaction Batch Report This report shows detailed timesheet information 

including hours, transaction code, units, and margin. This 

report can also be used to verify, confirm, and process 

transactions. 

10.7 Transaction Batch Detail 

Report 

This report shows detailed timesheet information 

including hours, transaction code, units, and margin. This 

report can also be used to verify, confirm, and process 

transactions. 

10.8 Transaction Batch with 

Margin Report 

This report shows detailed timesheet information 

including hours, transaction code, units, and margin. This 

report can also be used to verify, confirm, and process 

transactions. 

10.9 Transaction Item by Category 

Report 

This report shows the detailed information of hours and 
amount for both pay and bill sides under each pay code 
category for the specified accounting period. It also 
compares whether hours on the pay and bill side matches 
or not.  

11 Vacation Accruals Report 

11.1 Accrual Balance Report This report shows PTO accruals setup per employee along 

with its balance. 

11.2 Employee Accrual History 

Report 

This report shows the vacation accrual history for a 
filtered employee. 

11.3 Person Accrual Report This report shows PTO accruals calculated broken down by 

accrual plan per employee. 

11.4 PTO Accrual Setup Detail 

Report 

This report shows PTO accrual detail records, PTO accrual 

plan set up for each employee, and their balance. 

 

SN Other Description 

1 Admin Reports 

1.1 User Activity Reports This report shows the user activity in a given date range. 

It includes number of login, SMS, employee, customer, 

job, check and invoice entered. 

1.2 User Log Report This report shows login info of the office staff including 

their IP address, Browser, month, date, and time. 

1.3 Staff Activity Report This report shows the detailed activity of the staffs 
selected for their Interviews, Assignments, Jobs, 
Comments, and Tasks.  
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2 Common Reports 

2.1 Common Report This report shows the all comments. It can be further 

filtered by a specific employee/ customer/ contact/ job/ 

assignment and date range. 

2.2 Common Report This report shows comments inserted for the 

corresponding entity if any. 

3. Log Reports 

3.1 Audit Log Report This report shows history records if corresponding records 

are changed on the selected categories. 

3.2 Email Log Report This report shows a log of emails sent using Zenople 

including receiver email Id, date, status, and so on. 

3.3 E-verify Log Report This report shows the log records of the E-verify form. It 

will show the log records of a maximum twelve months 

difference between the date range. 

3.4 I9 Log Report This report shows the log records including the person 

who edited (user), date, time, all edits, and updates of 

the fields in the I9 form. It can be filtered by a specific 

person or in the date range provided. 

3.5 Payroll Audit Report This report shows the audit of payroll changes of 
employees between the date range provided. 

4 Management 

4.1 Executive Summary This report is a combination of different charts that 

includes records of gross profit, gross wages, customer 

count, turnover ratio, fill ratio, total bill, outstanding 

balance, AR aging, candidate count, Employee count and 

user count.  

5. Utilities 

5.1 Employee Merge This utility allows merging two employee records into a 
single record in case of duplicate records. The records 
that are merged are Person Id, SSN, Company, Person 
Tasks, Bank Account, Deductions, Benefits, Taxes, 
Accruals, and Accrual Adjustments. The bad employee’s 
name will be updated as "FirstName zzzLastName" in our 
system. 

5.2 Green Shades Data Populate 

Report 

This utility is used to generate records so that these can 

be synced to Green Shades. 

6 Work Injury Reports  

6.1 Work Injury List Report This report shows work injury records including their 

cause, type, and claim type for the provided incident that 

happened during a date range.  

7. Year End Reports 
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7.1 1094-C Report This report includes the data reported to the Internal 

Revenue Service summary information for each 

employer. 

7.2 1095-C Report This report shows important information about the 

health care coverage offered or provided to an employee 

by an employer.  

7.3 1095-C reports This Utility is a spreadsheet view of the 1095 C form that 

generates records for healthcare coverage offered or 

provided to an employee by an employer. 

7.4 1095-C Label Report This report generates a label for an envelope for the 

1095C form.  

7.5 1099 NEC Report This report shows independent contractor payments 

reported for any non-employee compensation. 

7.6 1099 Summary Report This report shows the summary for 1099 form verification 

for year-end. 

7.7 940 Data Report This report shows the summary of records for verifying 

FUTA information for year-end. 

7.8 Estimated W2 Report This report shows the W2 estimated count for the 

selected year for each company.  

7.9 W2 Correction Report This report shows a new W2 with the corrected data of 

an employee. 

7.10 W2 Data Validation Report This report shows a new W2 with the corrected data of 

an employee. 

7.11 W2 Populated Data Check 

Report 

This report shows the exceptions after W2 is generated in 

case of invalid records. 

7.12 W2 Report This report shows wage and tax records that an employer 
requires to send to a particular employee and the 
Internal Revenue Service (IRS) at the end of the year. 

7.13 W2 Summary Report This report shows the summary of the total W2 count 
throughout the offices under the company. 

7.14 W24 Up Report This report shows wage and tax records that an employer 
is required to send to a particular employee and the 
Internal Revenue Service (IRS) at the end of the year. 

 

Depreciated Reports 

SN Depreciated Reports Description 

1. WC Cost Summary Report This report shows total worker comp wages grouped by 
worker comp code including rates and costs to get a 
summary of worker comp insurance information. 
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2. Office Tax Summary Report This report shows gross, subject tax, taxable gross, and 
tax amount of employer and employee for different tax 
of an office. 

3. Funding Filter Reports This report shows the total bill, sales tax, balance, invoice 
amount, and bill hours of customers under funding 
organization. 

 


