CompleteXpress Date Specific Reports

What is a Date Specific Report AKA Date Range Report?
-It is a report you can create per employee or for all employees within specific dates.
-The Reports for Date Specific are Employee Detail Earnings or Employee Summary Earnings.

Click on the Reports tab in the top right corner on your Dashboard.
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You will then press o in the center left

under Report browser. A box will pop up (see photo on
right) , you will pick what type you would like to run.
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1
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The report will then be requested, which means that the system is building your report. While waiting
make sure you go back to dashboard or keep working in the website or you will time out.
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After a few moments it will turn white and it will say completed. You then can then click on the
blue lettering.
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After you click on the report, it will prompt in a new tab
where you can save and/or print your
report.

All Requested reports will stay until deleted.



