
 
 
 

Instructions on how to run a payroll report in Mindbody 
 

1 Login to Mindbody using your 
Instructor/Teacher credentials 

 

 
 



2 Navigate to the “Reports” Tab 

 



3 Select “Staff” Reports 

 



4 Select the “Payroll” report 

 

5 

Ensure that you have selected the 
following options when running 
the Payroll report 
 
All Pay Rates 
All locations 
 
Select the appropriate class type 
that you teach, if you teach 
multiple categories hold down 
the CONTROL key to select or just 
use Select All Service Categories. 
Service Category = Yoga Classes 
Service Category = Pilates Classes 

 



Service Category = Zumba Classes 
 
 
Start date = 1st of month 
End date = last day of month 
 
Click on Generate to run the 
report 

6 Sample Report – Single Location 
e.g. Freshwater only 

 
 

 
 
 

7 
Sample Report – Multiple 
Locations e.g. Freshwater and 
Manly 

 
 

 
 
 

 


