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Get Inside-Out Analysis With
High-Performance Reports

By Judith Hector

S ometimes running an agency can feel like trying to control a bunch
of kids hyped up on sugar—just when you get things settled down
something pops up and starts the insanity all over again. It can be frus-
trating—to say the least—and a poor-but-necessary way to spend your
day. (Wouldn’t you rather be doing billable work at, say, $100 per hour?!)
Instead of letting your agency run you ragged, use Clients & Profits’
reports to control the chaos.

With over 350 built-in reports, you've got an inside-out agency analysis
at your fingertips. With a few keystrokes, you can see how well everything
is working together—or how well it isn’t. Your Clients & Profits reports are
the best diagnostic tools you can apply to your shop, and they’re a great
way to identify and prevent problems brewing down the road.

Whether you're looking for flags to keep on top of cash flow, earmark
key (or problem) employees, find and keep your best clients, or review
historic trends to predicting future performance, Clients & Profits can help.

Continued on the next page




GET INSIDE-OUT ANALYSIS

Continued from previous page Clients & Profits can quantify raises

and bonuses based on performance. When
faced with determining annual bonuses, Ann
Adams, controller at J. Stokes & Associates
prints the Time Summary by Staff report for
the entire year. “Based on this report, | com-
pared hours worked to the required hours by

staff and was able to quickly determine what

Keep the cash coming

Hands down, the most important thing
you can do to guarantee the long-term health
of your agency is to ensure that the money
keeps coming in. Any other problem can be

revamped with minimal disruption, but if

you don’t have the green you're in trouble.

With Clients & Profits, you
can look at unbilled costs
(and bill for them), find past
due invoices (and resubmit
them), find clients that
neglect payments (and put
their accounts on hold), and
more. There are dozens of
cash flow analysis reports
to help you find the leaks—
and plug ‘em.

Clients & Profits can
also help you analyze your
billable tasks revenue and
job profitability. Task cost
and job revenue analysis re-
ports show which tasks are
most profitable—and which
ones might be better out
sourced. Better yet, work
with AEs to help sell more
profitable job types. By
shifting the mix of creative
to more profitable work,
you’ll see higher revenues
without increasing costs.

Know your top performers

C&P can quantify
raises and bonuses
paid to staffers based
on performance with a
few key reports:

When it comes time for
promotions and raises,
check reports to see
who’s a superstar—or

a super dud. Compare
hours worked with
required hours by staff
and see what percentage
of overtime people work.
Take it one step further

and find out what per-

centage of staff hours
are billable and what is
overhead.

percentage of overtime people work,” Ann

says. “It sure supported the
bonus calculations with hard
facts.”

With the analyses in
Clients & Profits, you can
make sure you have the right
people in the right teams.
You might find that your new
creative director routinely
passes off hard tasks and
hoards easy ones, or spends
an inordinate amount of
time getting those gnarly
jobs done. Maybe it’s time
to intervene as a concerned
manager—or reassign him to
a position more suitable for
his bottom-line skills.

With Clients & Profits,
you can easily find out what
percent of staff hours are bill-
able. “One of the reports that
I do regularly now is Staff
Utilization to see how much
time people are working,”
says Joe Notovitz, president

of Notovitz Communications. “When 1 first
ran it, | was surprised to see how low it was
for a few people, then made appropriate
changes to bring those higher.”

Knowing who is doing what, when, and

for how long is tantamount in figuring out

the best way to make money. With staff time

analysis reports, you can see if you’ve got
the right people doing the right work. You
wouldn’t want to put a high-cost staffer on
a low-profit task; the math just doesn’t work
out. Likewise, performance reports will help

you see who's getting work done on time.
When it comes time for promotions and

raises, check Clients & Profits to see who's a

superstar—or a super dud.

Time accountability

Unless you’ve been on the moon for the
past 18 months, you’ve heard about the
federal fraud charges brought against a top
international agency for fudging time sheets.
The offending account execs allegedly

Continued on the back page




SECRETS FOR SUCCESS

REPORTS YOUR STAFF DOESN'T
WANT TO SEE

By Mindy Williams

Agency accountability is the newest
buzzword for an old-fashioned idea: Doing
an honest day’s work. With Clients & Profits
storing all the details, it’s easy to make sure
that everyone is working optimally.

Missing Time report Print this report on
Tuesday afternoon of the current week and
see who hasn’t added all of their required
hours. Remind (read: E-mail, yell at, what-
ever) staffers with missing time to enter their
hours. Give them until Thursday morning to
wise up ... or else!

Missed Deadlines See which finished
tasks missed their due dates. Since this
report also shows who was responsible for
getting the task done, you can see which
staffers continually miss deadlines. Remem-
ber, though, that it may not be their fault.
Maybe the scheduler isn’t allowing enough
days for the work to be done. If so, make
some adjustments to future schedules.

Billing Recap by AE Find out how much
income each AE is adding to the

bottom line with the billing recap report. This
report summarizes billings by account execu-
tive for any date range with a percentage of
total billings for each one.

AE/Team Projected vs. Actual Gross
Margin See which AEs are billing the total
estimate and how close budgeted costs are
to actuals. If an AE is continually exceeding
the estimate/budget amounts, maybe they
need some guidance ... to the door.

Team/Staff Productivity Take a look at
the percentage of utilization (total vs. bill-
able hours) for each staffer by AE/Team and
see how well an AE controls the work done
by their team.

You can never know too much when it
concerns whether or not your staffers are
working at their peak efficiency. These five
reports do scrutinize employees, but staffers
won’t mind if they’re doing their jobs right.

Mindy Williams is a senior member of the
Clients & Profits Help desk and coedits the
quarterly newsletters.
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QUESTIONS AND ANSWERS

Q. How do | export C&P reports to Excel?

Many of the reports in Clients & Profits are
spreadsheet-ready. When you print a C&P
report to the screen, check to see if the Edit
menu is enabled. If so, choose Select All,
then Copy. Open a spreadsheet and choose
Paste from the Edit menu in your spread-
sheet program. The entire C&P report is cop-

report name shows a sample of the printed
report, along with step-by-step printing
instructions: www.clientsandprofits.com/
report-o-matic.html

Q. What does printing a report to file do?

When you print a report to a file, it creates a
PRN file, which can be opened in a spread-

ied to the spreadsheet with
columns maintained, which
now can be easily edited.

Q. Can | copy and paste
just part of a report?

Yes. After printing the
report to screen, click and
drag your mouse around the
portion of the report you
wish to copy. A dotted line
appears around what was
copied. Choose Edit > Copy.
Open a spreadsheet and
choose Edit > Paste. Only
the portion of the report
you selected copies to the
spreadsheet with the col-
umns maintained, ready to

The Clients & Profits
web site includes an
interactive database
of over 350 Clients &
Profits reports called
the Report-o-matic.

Select your role at your
shop to find reports
that would benefit you.
Your search results
appear listing reports
with their descriptions.
Click the 1ink to see

what a printed report
looks 1like. Included are
directions on how to

find the report in C&P.

sheet software and saved as
a new document. The nifty
thing about printing to a file
is that you can easily E-mail
it to someone and let them
open it in their spreadsheet
software of choice.

Q. How can | put my shop’s
logo on estimates, invoices,
and POs?

You can add your logo to
estimates, invoices, POs, 10s,
and BOs using the templates
in the Preferences menu.
The size of your logo is very
specific (795 pixels wide by
300 pixels high) and must be
saved in either PICT or BMP

be fine-tuned as necessary.

Q. Can | convert reports
to PDF files?

If you have Adobe Acrobat,

you can convert reports to PDF. Follow these
simple steps from the online tutorial at
www.clientsandprofits.com/support/FAQs/
tech_notes/technote_PDFs.html

Q. There are so many reports in C&P. Are
there printed samples somewhere?

The Clients & Profits web site includes an
interactive database called the Report-o-
matic, which sifts through more than 350
reports based on your job title (or view all of
them alphabetically in a list.) Clicking on the

format. To paste your logo,
choose Setup > Preferences
and choose the desired op-
tion (e.g., estimate, invoice,
etc..). Click inside of the logo
field, then choose Edit >
Paste from File. Find your logo file. Click OK.
Repeat these steps for each preference area
as needed. For more information, see the
logo tech note at:
http://www.clientsandprofits.com/support/
FAQs/tech_notes/technote_logos.html

Q. How can | submit an idea for a report |
think should be in C&P?

Submit your idea to our on-line wish list
here: www.clientsandprofits.com/support/
bug_wish_request.html




WORKING SMARTER EVERY DAY

FIND (AND STOP) VAMPIRE CLIENTS

By Kelly Lothringer

A job can start with a clear estimate and
detailed creative brief, but along the way
the client changes his mind, loses focus, or
begins making huge demands. The project
mutates into a monster—one that sucks your
company’s resources, time, and profits dry.

Use Clients & Profits to bring those
resource-draining clients into the sunlight.
Identifying vampire clients can be easy with
a few reports.

The Client Time by Staff report analyzes
how much time staffers spend by client, and
the Monthly Client Time Summary shows
how much overtime is being logged.

The Unbillable Time Analysis shows how
much unbillable time staffers use on each
client. To see if clients need too much extra
help, run the Freelance Time Analysis to see
client hours for employees vs. free-lancers.

A client changing the path of a job can
raise costs, and you might get stuck with the
bill. Find out for sure: run the Write-offs and
Markdown reports to see by client how many

costs were forgiven when jobs were billed.

Want to find out how deep the client is
biting? Then look at the Gross Margin by Cli-
ent. It shows just that, as well as the ratio of
job billings to job costs. The Client vs. Client
Gross Margin is a snapshot revealing profit-
able and unprofitable clients.

Now that you know who the vampire
clients are, how can you stop them from
draining your shop? Drop the wooden stakes
(although using them may be tempting) and
use reports in Clients & Profits instead.

Revisit the Creative Brief and remind the
client of the original objectives. Use change
orders to document all changes and have the
client sign-off on them so he knows the cost
of the demands.

The client may show his fangs, but if you
stay focused and communicate you can keep
your shop from being drained dry.

Kelly Lothringer, C&P’s marketing/
PR coordinator, was a senior Help desk rep
for four years.
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CLIENTS & PROFITS is job production and
accounting software designed especially

for creative businesses. Since 1986, more
advertising agencies have chosen Clients &
Profits over any other agency management
software for Windows and Macintosh. Over
2,700 ad agencies, graphic design firms, and
corporate marketing departments use Clients
& Profits to track jobs, costs, and billings
every day. For more information, send E-mail

to sales@clientsandprofits.com.
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