Justworks Guide 2024

Instructions for Downloading the Census Report

On the homepage of the Justworks website, locate the side menu and click on
Reporting.
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2 Once the Reporting page is open, select Go to Reports under the Reports option.
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3 Under All Reports, look for Company Census.
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On the Company Census Report, ensure that all boxes are checked as shown in

the images below.

BACK TO REPDRTS

Company Census Report

Populate a record of employees’ personal and work information, EEO-1 data. and any custom field you may have added in their profiles.

Who to include

Full-time employees Part-time employees

International employees | | Owners & partners (paid)

Temporary employees

Terminated

Offices

.Fnact:ve offices

Paid interns

Owners & partners (unpaid)

ngmole (work from home)

5  Then scroll down and click on Download Report.

rigimuas w mimiciuue

Personal Info

Employment Info

|E Name z Phone number(s) E_i_! Employee type
|z Email address{es) z Home address |E Title
!.4 | Date of birth || JTwo-factor auth status | v’! Department
' v | Emergency contact |+ JMailing address ' '/' Pay rate
i_i] Pronouns Start/termination date
Work 1D
|~’| Exemption status from
h? FICA/FUTA
EEO-1 Data
Job category i_ Gender

Race/ethnicity
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El Contractors

3rd party accountants /
admins

Employment status
Manager

Office

Pay basis (hourly/salary)
Exemption Status

S-Corp status



6  Inthe new pop-up window, click on Download.

Company Census report

Success! Your report is ready for download.

CANCEL

7 The report will be located in the browser's Downloads section or in the local
Downloads folder on your computer.

Downloads
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.EEO-1 data, and any custom field you may have added in their profiles.

|z| Paid interns |3 Caontractors
»aid) El Owners & partners (unpaid) |Z| 3rd party accountants /
admins

Made with Scribe - https://scribehow.com



