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➢ How to Pull a Report 

Step  Action 

 1) How to run reports 

a. Standard Report Options  

i. Activity Report 

ii. Enrollment Report 

iii. OE Status Report 

iv. Generic Payroll 

v. Generic Payer 

vi. Census Extract 

1 From the home screen, click on “Report” tab 

 

2 Click on “Run Report” 

3 From the Run Report screen, Click in the search box and 

type the name of the report you want to run - *Make sure 

the “standard” report option is displayed. 

 

Activity Report 

(HR Staff – 

deduction file 

& ALL Changes 

to records) 
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Enrollment 

Report (HR 

Staff – 

deduction file –

all enrollment) 

 

OE Status 

Report (During 

OE – Status of 

Enrollment 

 

Generic Payroll 

Report (HR 

Staff – 

deduction file) 

 

Generic Payer 

Report (for 

carriers) 
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Census Extract 

(all data in 

system) 

 

Making 

Favorites 

To save a report in your “Favorites” for ease of running it 

in the future –  

Click on the in the top right corner of the report 

display. This adds it to you favorites folder.  

 To Display your favorites folder – on the “Run Report” 

screen (step 3 above), click on the standard display next to 

the search box and choose “Favorites” –  

 

 

Notes When running any of these reports (clicking “Run Now”), 

you will be prompted to input/verify the parameters of the 

report – for example, the Date Range, The Scope (full 

report or A/C/D (add, change, delete), Employees, 

Locations, etc.  

Schedule 

the Report 

If you have numerous activities occuring and do not want 

to wait for the report to generate, you may click Schedule 

once the report begins to generate. This will allow you to 

have an email sent to you when the report is completed. 

Selerix is a large global enrollment admin portal and there 

will be times, depending on your report and its scope, 
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reports could take an hour to generate. Waiting may not 

be ideal. 

 

Email Link Once you receive the email with the link your report is 

ready, you have two options. Option 1: You can cick on the 

link, it will open the portal(you may have to log in again if 

your session was timed out) and the report will 

automatically begin to open for you. Option 2: if you do 

not need your report right away, you may access anytime 

under “Received Reports” once you log into the portal. 

Hover over reports and click on Received Reports option. 

Trouble-

shooting 

If your report has no data, you will need to rerun the 

report and change the scope of dates, or data you are 

requesting. 

 


