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1.) Select your group you wish to view from the list. 
 

 
 
2.) Select the date for the report you would like to view. 
 

 
 
3.) If you would like to view the previous week’s info select the second tab. 
 

 
 
4.) If the group number is set up to display payment history it will show       
     under a third tab. 
 



 
 

5.) If you would like to save the information from the report use the export 
button. (Microsoft excel or compatible program required)  

 
 

6.)  Choose save and pick the location to save the file. 


