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Setting up the spreadsheet
One-time setup process to generate a list of client / clinician matches, 
input your clinicians, and set up your payroll split







Running Payroll
Step 1: Export Transactions report







Running Payroll
Step 2: Insurance Payments report







Recommendation

 Before starting to use this spreadsheet I’d recommend double-checking 

you have accurately paid out your gross income to date

 Add up your gross to date using however you have been calculating that

 Run the Export Transactions report from your initiation date through today

 If the totals don’t match, then you’ll need to adjust for any differences to your 

clinicians (usually this means they have been underpaid)
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