
 

 

Scheduled Reports 
How to setup scheduled reports 
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Scheduled report 

This template will allow you to setup a report that can be emailed at set times to several 

managers for approval. 

1. Navigate to scheduler. 

 

2. Double click Scheduled Tasks. 
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3. Click on New 

 

4. Setup the fields as per your requirements (example below). 

 

5. Click on Recurrence Info. 
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6. Setup the recurrence for when the report needs to run. 

7. Click on OK. 

8. Click on Save. 


