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Key Reports for the Agency Principal 
 
 
Completed Tasks List 
(Status & Tasks – I Want To: View Completed Tasks List) 
 
“Available only to users with Special Access, the Completed Tasks List is a compilation of both Active and 
Sleeping jobs, and their Completed Tasks.” 
 
 Answers such questions as: 
 

• ”How often is Dawn late when completing her Tasks? Early?” 
• ”What have we completed for the Client this month?” 
• ”What have we completed, as a team, this week?” 

 

 
 
 
Master Task List 
(Status & Tasks – I Want To: View Master Task List) 
 
“Available only to users with Special Access, this is a list of all Working Tasks, sorted by employee. It can 
be used to gauge employee workload while assigning new Tasks and serve as a daily status sheet.” 
 

Answers such questions as: 
 

• “Is Anthony overloaded with work this week?” 
• “What’s going on in the Art Department?” 
• “Dawn will be out on Friday. What do I need to move?” 
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Working Tasks List 
(Status & Tasks – I Want To: View Working Tasks List) 
 
“Available only to users with Special Access, the Working Tasks List is a compilation of all Active jobs and 
their Working Tasks.” 
 

Answers such questions as: 
 

• ”What’s due for my Client this week?” 
• ”What’s moving through the agency right now?” 
• ”What’s currently Overdue?” 
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Financial Report Summary 
(Administration – Agency Administration – Create Financial Report Summary) 
 
“The Financial Report Summary can be used by Accounting, Account Executives, System Administrators, 
and principals alike to monitor the Budgets of their Clients' jobs – both Active and Sleeping – versus their 
incurred expenses (i.e. time, mileage, purchases), for a given year.” 
 
 Answers such questions as: 
 

• ”How many jobs are getting close to Budget? Over?” 
• ”For which Clients are we consistently over Budget? Under?” 
• ”What did we bill, last year, versus what we incurred?” 

 

 
 
 
Time Summary 
(Administration – Agency Administration – Create Time Summary) 
 
“Available only to users with Special Access, the Time Summary reflects all time recorded within an 
indicated date range, sortable by a number of criteria, including Client(s), Job and Media Type(s), and 
Work Code(s).” 
 

Answers such questions as: 
 

• ”How many Hours did Dawn record last week?” 
• ”How many Hours have been recorded for my Client this month?” 
• ”How much vacation time has everyone used so far this year?” 
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Gross Income Report 
(Administration – Agency Administration – Create Gross Income Report) 
 
“The Gross Income Report can be used by Accounting, Account Executives and principals alike to 
monitor Gross Income by date range and Client, as well as by Job and Media Type(s). CurrentTrack 
enables you to create the Report you need – based on previously filed Billing Entries – via a series of 
drop-down menus.” 
 
 Answers such questions as: 
 

• ”What’s my Margin for Newspaper Production?” 
• ”Am I making any money on this Client?” 
• ”What’s my Margin across all Clients?” 
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