Rapid Report Instructions

1. Click on “Rapid Reports” button

2. Choose correct report from drop-down values
3. Enter in report start and end dates

4. Click on “Run Report” button
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Review a guide to manage your activities.

v General Information

Rapid Reports

Select a report tamplate, date range and file format, then run the report.

Rapid Reports are generated using data only from the user you are currently managing.

Report |FormD e b
StartDate |Jan w | |01 w | 2015 w
End Date |Dec w |31 | 2013 = e
File Format | Microsoft Word (.doc) «
Note: Changes to Microsoft Word reports do not change data in the system.
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