Agent Weekly Report Steps:
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From the "Home" screen in CAS, click on “"Agents Weekly Report” button to access the
report. Prior to completing and submitting the report, you will need to gather
information.

Complete Survey

In CAS, select “"Reports” on the left side of the screen near the bottom and then select
“Agent Ring Central Report.”
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Set the “Start Date” on the Monday of the week you are running the report and “End
Date” on the Friday of the week you are running the report:

Use this report for Ring Central calls

Criteria
Saved Reports: |E| +
Start Date: 07/06/2026 12:00 AM
End Date: 07/10/2026 12:00 AM

Agent: Autry, Amy v

Once you click “Run,” you will get a report with information that looks similar to the
following screenshot with information in each column that you'll use for your Weekly
Report. It's helpful to take a screenshot of the report to reference in completing the

Agents Weekly Report.

Reporting Timers

2 mins 25 mins 17 mins. 155 mins

Results
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Amy Autry $0.00 0 0 0.00 0.00 0.00 0.00

To collect the number of “"Hours Worked,” you can log into Bamboo to find that total for
the week.

The Agent Weekly Report must be completed by everyone at the end of your shift every
Friday. If you are off on Friday, then complete on the last day you are in the office for

the week.



