Instructions on how to run a payroll report in Mindbody
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Login to Mindbody using your
Instructor/Teacher credentials




Navigate to the “Reports” Tab
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Select “Staff” Reports

Reports

Powerful reports that help you make informed business improvements. Use these reports to research sales
trends, track popular services, identify big spenders, and much more.

Favorite Reports Saved

Favorite Reports Easily access the reports you care most about. Simply click the star icon next to any of
our 80+ reports to add or remove it from your favorites.

Payment Processing

Virtual Wellness ﬁ

Looks like you haven't favorited
any reports yet

Clients

Search

Tools v




Select the “Payroll” report

Reports

Powerful reports that help you make informed business improvements. Use these reports to research sales

trends, track popular services, identify big spenders, and much more.

Staff Reports

Favorite Reports F

LTERS

All Staff Reports Productivity Payroll Administrative

Saved

. Payroll View Report >
Payment Processing W Ak -
Find out how much to pay your staff members for a given date range.
@ W Schedule at a Glance >
Virtual Wellness
See what services your staff members are scheduled to render today.
4l Time Clock >
ah =
Clients
Find out how much to pay hourly employees for a given date range. You can also edit your
employees' clocked-in hours from here.
B > bie Ratings and Reviews >
Staff
View feedback about your business that was submitted through the MINDBODY app
w Phone Book >
Get a list of all staff members' phone numbers, emails, and mailing addresses.
W Tasks >

Generate a list of tasks that have been assigned to staff members, and view the status of each

task.

Search Tools v

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

Reports » Staff » Payroll 3

Add to favorites

| All Pay Rates

Start date |1/02/2021
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End date |28/02/2021
(7] Include inactive staff members
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Service Category = Zumba Classes

Click on Generate to run the
report

Teacher, Guest

Monday, 1 February 2021 - Sunday, 28 February 2021

Edit Class Pay Rates  Edit Appointment Pay Rates

Sa m p I e Re po rt —_ s i ngl e Locatl on Class Date Class Time i # Clients # Comps Base Pay iy g
e.g. Freshwater only e
Freshwater (2 Services) Total: tot $127.50
Total for Teacher, Guest 2 19 1 $127.50 $127.50
Monday, 1 February 2021 - Sunday, 28 February 2021

Teacher, Guest Edit Class Pay Rates  Edit Appointment Pay Rates
Sample Report — Multiple ﬁ :
$127.50 $127.50
Locations e.g. Freshwater and et s Tt
Man |y P2 Febrey 22 Pl ) ; 7500 st
$75.00 $75.00
Manly (1 Service) Total: tot §75.00
Total for Teacher, Guest 3 28 4 $202.50 $202.50




