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This document provides examples of each report available within the ETZ Timesheet Solution and 
gives useful tips on how they can assist the timesheet administrator as well as provide key strategic 
and operational insight to your timesheet data and management process. 
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Introduction 

 
There are a variety of reports available from both an operational and strategic perspective and some 

key reports such as the Timesheet Chaser and Gross Margin will usually form part of a weekly or 

monthly process for most users. 
 

All reports within the ETZ timesheet management system are flexible and can be output as other file 

formats, for example Excel or Word. Some reports are used to export data from ETZ to other 

systems, such as payroll or accounts applications, and are often direct outputs for uploading data, as 

with BACS and EDI files. 
 

We at ETZ are always open to any new suggestions, so if you have a particular reporting requirement 

in mind we will happily consider it as part of the standard suite of system reports or if in the event of 

a custom, bespoke report requirement will be happy to provide a specification and quotation based 

on your individual needs. 
 

This document gives a brief description and example of every report within the system and is 

designed to provide and illustrate what each report is designed for. 
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Timesheet Reports 

Timesheet Chaser Report 

Timesheet Menu 

The Timesheet Chaser Report provides invaluable information regarding outstanding timesheets and 

should be referred to at key points during the timesheet management process. The report criteria 

can be selected to show all outstanding timesheets, i.e. timesheets with a status of ‘Open’, ‘Waiting 

for Fax’, ‘Awaiting Authorisation’, ‘Awaiting Approval’ or ‘Rejected’ (essentially any status other 

than Timesheet Received) or an individual status can be selected if preferred: 
 

 

The report shows all relevant timesheet data plus other useful information such as the number of 

days overdue or analysis categories that may have been applied, such as Consultants and can be 

exported to other files types as follows: 

 
 

 
The Timesheet Chaser Report is often used to gauge which timesheets are outstanding prior to 

issuing timesheet reminders. 
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Timesheet Payment By Hours Report 

Reports Menu 

The Timesheet Payment by Hours Report defaults to show pay units (as the name suggests) but can 

also be set to show bill units: 

 

 
 
 

The order for the report is by timesheet reference primarily and each rate type contained within the 

timesheet is then listed: 
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Timesheet By Hours Detailed 

Reports Menu 

The Timesheet By Hours Detailed report focuses on a particular client selected from the list and 

shows how the totals units worked are apportioned against each day within the timesheet: 
 

 

The default setting is to show Pay units but the report can be set to focus on Bill units if preferred. 
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Unbatched Timesheets for Payment 

Reports Menu 

The Unbatched Timesheets for Payment details any timesheets that have been validated and 

approved for payment but have not yet been batched for export and completion on the system: 
 

 

This is a detailed report including many columns of information including any assigned Categories, 

Rate Code units, amounts and descriptions as well as currency and tax amount (VAT), Supplier 

details and Margins percentage/amount: 
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Unbatched Timesheets for Billing 

Reports Menu 

The Unbatched Timesheets for Billing details any timesheets that have been validated and approved 

for billing but have not yet been batched for export and completion on the system: 
 

 

This is a detailed report including many columns of information including any assigned Categories, 

Rate Code units, amounts and descriptions as well as currency and tax amount (VAT), Supplier 

details and Margins percentage/amount: 
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Outstanding Timesheet Values 

Reports Menu 

The report focuses on timesheets with a status of anything other than Timesheet Received and is 

used to indicate the pay and bills values of those items: 
 

 

 
 
 

Unprocessed Timesheets 

Timesheet Reports 

The Unprocessed Timesheet report details timesheets that have been received back into the system 

which have not yet been approved for payment and billing. 
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Sales Billing Reports 

Manage Sales Invoice Batches 

Sales Invoices Menu 

The suite of export reports can be found in the Manage Sales Invoice Batches option under the 

reporting icon: 
 

 
There are various reports available within this option, the majority of which are used as a vehicle to 

export invoice data from ETZ where the data can then be imported to accountancy and finance 

systems. 
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Sales Invoices Day Book 

Sales Invoices Menu 

The Day Book is a list all sales invoices (and any credits) generated on the system over a particular 

period or within a range of invoice numbers: 
 

 

It is used at an operational level to list all sales billing activity on the system and, as with all system 

reports, can be output to other applications as necessary. The Day Book shows key invoice and 

credit data, as well as the timesheet, candidate and batch details for each transaction: 
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Invoice and Payment Summary 

Reports Menu 

The Invoice and Payment Summary report is designed to show any invoices that have been marked 

as ‘Paid’ in the Invoice Display area of the system: 
 

 

The report lists each invoice produced within the selected date range order by Branch and Sector 

and also includes the Supplier, Candidate and Timesheet information: 
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Purchase Order Report 

Reports Menu 

The Purchase Order report shows any orders that have been created in the Purchase Order Entry 

part of the system. When the Purchase Orders have been assigned to Clients and Assignments this 

report is a very useful tool in managing those orders and monitoring the total spend against each 

order. The example below shows a PO highlighted red to indicate the total spend to date has 

exceeded the order amount: 
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Payroll Reporting 

Manage Payroll Export Batches 

Payroll Menu 

The suite of Payroll Export reports can be found in the Manage Payroll Export Batches option under 

the reporting icon: 
 

 

There are various reports available within this option, the majority of which are used as a vehicle to 

export invoice data from ETZ where the data can then be imported to payroll and accountancy 

systems. 
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Supplier Payments Reporting 

Manage Purchase Invoice Batches 

Supplier Payments Menu 

The suite of Purchase Invoice Export reports can be found in the Manage Purchase Invoice Export 

Batches option under the reporting icon: 
 

 

There are various reports available within this option, the majority of which are used as a vehicle to 

export invoice data from ETZ where the data can then be imported to payroll, accountancy systems 

and BACs systems. 
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Purchase Invoice Day Book 

Supplier Payments Menu 

The Purchase Invoice Day Book report is simply a list of all purchase invoices logged or raised on the 

system and can be produced on a particular date range or by specifying a range of purchase invoice 

reference numbers: 

 
 

 

The report details he invoice number, supplier account number, supplier name and date of the 

invoice along with the net, tax and gross amounts for each item. The candidate name, timesheet 

reference and batch information is also included. 



17 

 

 

 

Unprocessed Supplier Timesheet Report 

Supplier Payments Menu 

The report highlights any supplier timesheets remaining unprocessed on the system, i.e. supplier 

timesheets that have been validated and approved for payment and billing that have not yet been 

reconciled to a supplier invoice (for non-self-bill purchase invoices) or passed for payment (self-bill 

suppliers where a purchase invoice is not required): 
 

 

This report is a useful tool in identifying any unprocessed timesheets as it shows clearly which 

suppliers have neglected to issue you with an invoice, allowing the administrator to monitor and 

follow-up as required. 

Also included on this report are the timesheet details and candidate’s contact details. 
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Core Reports 

Gross Margin 

Reports Menu 

The Gross Margin report lists the pay and bill amounts for each client and includes any cost element 

(Employer’s National Insurance on any PAYE-type items) to arrive at the gross margin figure. 
 

The report grouping can set to Client, Consultant, Branch or Sector and can also include any Holiday 

Pay Accrual (for PAYE-type assignments) as well as any extra items such as Expense Units to be taken 

into the Bill and Pay amount as part of the overall cost to the Agency. 
 

 

Each client’s listing on the report can be expanded to show individual timesheet entries and, as in 

the above example, will show any Consultant assigned to each timesheet. 
 

As with all ETZ reports, the Gross Margin report can be exported to other applications such as Excel 

where further filters can be applied as necessary to suite any individual requirements. 
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Outgoing Messages Log 

Reports Menu 

The Outgoing Messages Log reporting is used to view a record of all outgoing system messages, for 

example, outgoing candidate SMS timesheet reminders or emails to clients delivering their sales 

invoices: 
 

 
 
 

This report provides a useful tool for the system administrator, especially in the event of any 

comments from candidates and clients where they claim to have not received key system messages! 
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Assignment Summary 

Reports Menu 

The Assignment Summary provides key information from the assignment end date perspective, 

therefore allowing the assignment administrator to monitor assignments nearing their end date and 

extend dates if necessary: 
 

 

The report includes lots of useful data, including any assigned categories of analysis such as Branch, 

Sectors and any other custom categories (Division and Team in the above example) as well as 

Consultants, Purchase Orders, unit values, gross margin percentage and Days Left to name a few: 
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Assignment Overview 

Reports Menu 

The Assignment Overview provides useful strategic information on the number of assignments that 

fall within the Rate bands entered on the report selection criteria, as in the following example: 
 

 

The report defaults to focus on pay data but can be set to display bill information if preferred. 
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Consultant Commissions Report 

Reports Menu 

The Consultant Commissions report looks provides the gross margin figure from an individual 

timesheet perspective: 
 

 

The report also details any split commission amounts relevant to each timesheet and lists these 

separately against each consultant. 
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Split Margin Report 

Reports Menu 

The Split Margin report looks at data from a given date range by Branch and Sector and any other 

categories of analysis (the following example shows Division and Team): 
 

 

Each consultant assigned to a timesheet is displayed along with the commission percentage split: 
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Timesheet Volume 

Reports Menu 

The Timesheet Volume is a graphical report showing how many timesheets have been generated 

each month: 
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Other Reports 

New Starter 

Reports Menu 

The New Starter report is attached to a workflow process, if applied, and will detail any new starter 

information entered by user types attached to the workflow process: 

 
 

Information for each new started can be viewed or printed by clicking the relevant link: 
 

 

A report containing all new starter data can be downloaded, ready for input to the Candidate Entry 

area of the system: 
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Candidate List for Agency Group 

Reports Menu 

This report shows lists all agencies applied to your group and shows the candidates set up within 

each agency: 
 

 

The agency grouping is only applicable to those agencies with more than one ‘agency’ on the ETZ 

system and allows the administrator to see clearly which candidates exist across their agency group. 
 

Client List for Agency Group 

Reports Menu 

As per the Candidate List report above, the Client List for Agency Group shows all agencies applied to 

your group and lists clients set up within each agency: 
 

 

As stated above, this report is only relevant for those agencies with more than one ETZ system in 

place. 
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Supplier List for Agency Group 

Reports Menu 

The Supplier List for Agency Group report shows all limited company suppliers set up against each 

agency within your group of agencies: 
 

 

The agency grouping is only applicable to those agencies with more than one ‘agency’ on the ETZ 

system and allows the administrator to see clearly which suppliers exist across their agency group. 
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Assignment Workflow 

Reports Menu 

The Assignment Workflow details any workflow requests made to the timesheet administrator. 

 

Each request can be printed or viewed separately: 
 

 
Workflow is used as a means of monitoring assignments and can be set up to accommodate an 

agency’s specific requirements. Workflow ‘questions’ and ‘answers’ are created on the system and 

can be directed to other key system uses in the form of a simple survey of questions and answers for 

an individual assignment. A consolidated report of workflow requests can be downloaded and 

viewed from this option: 
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Timesheet Images Missing from Invoices 

Reports Menu 

This report, as the name suggests, details any invoices with missing timesheet images: 
 

 

Missing images usually occur when, as with the example above, invoices have been credited or when 

invoices are produced prior to the signed timesheet being available (as is with some outsourced or 

third-party systems). 
 

Consolidated Document Download 

Reports Menu 

There are numerous downloads available from within this option: 
 

 

The Consolidated Document Download is used to retrieve documents from the system and saved 

separately for an archive perhaps or for sending to another party, for example sales or purchase 

invoices that need to be passed on to your company accountant. 
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