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You want to receive a 
report at the end of the 
week for the period of 
the past week. 
 
 
 
 
 
<<<< You need to select 
the Date Range as Days 
and not Weeks. 



1 - Select to Schedule the report to run every 
WEEK. 
2 - Select the date and time to run the report. 
3 – Ensure that the Date Range is 7 Days and 
that the start and end times are correct. 
4 - Click the Show Projected Scheduling to 
make sure the report will include the dates 
that you want.  Adjust as necessary. 
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