Scheduled Reports

How to setup scheduled reports

Scheduled report

sage

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.
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Scheduled Tasks

Scheduler Service Activiey
- @ Scheduler Setup

2. Double click Scheduled Tasks.

Scheduled Tasks ‘

Recard1of12 (o) (L0

[Crag a column header here to group by that column

[>]

Schedule Mame Scheduled Task Type Mext Run Time ‘ Last Run Time Skatus Zomment

—w SQL - Scheduled SQL Query 2013/09/08 08:00:00 ... <none> A - Active This Schedule Reindex..

Scheduled Backup DEBACKUP - Scheduled Database Backup 2013/09/03 12:00:00 ... 2013/09/02 12:01:04 ... A - Active

Employes Reports RPT - Scheduled Report: 2013/09/04 12:50:00 .., 2013/09/03 08:53:53 .., A - Active

Mew Contracts Impark BATCH - Scheduled Batch 2013/09/04 07:48:00 ... 2013/09/03 08:53:29 ... A - Active

Scheduled Perfarmance Revi... 2014f11f12 03:00:00 ... <nonex A - Active This schedule notifies ¥...

Scheduled Health Check Report RPT - Scheduled Report: 2015/01/15 08:00:00 .., <none=> A - Active This Schedule executes...

Secure Employes Repart SECUREEMPREPRT - Secure Emplayee Report 2014/11f17 09:30:22 ... <none> I - Inactive An Employee Secure R...

Scheduled Employee Max Count RPT - Scheduled Report 2017/01/01 12:00:00 ... <nonex A - Active

Payroll Analysis RPT - Scheduled Report: 201705001 12:00:00 .., <none= A - Active

Payslips SECUREEMPREPRT - Secure Employes Report 2017/05/06 12:00:00 ... <none: A - Active

Parylsip Email SECUREEMPREPRT - Secure Employee Report 2017/05(27 12:00:00 ... <nonex A - Active

best SECUREEMPREPRT - Secure Employee Report 2017/06/07 12:00:00 .., <none= A - Active
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3. Click on New
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Mew | Detall Delete Lndelete Save All Refresh || Check Broken Close
Rules ~ Rules ~

Actions Other

Home Scheduled Tasks

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

D SoeIeaTads | © Scheased TekDotal | 53
ficheduled Task Type  RPT - Scheduled Report

e

BT e
Recurrence Description every day from 12:00 AM

e =

pravus A dctwe.
ocked

- Scheduled Report fecord102@ @ U 10 R
v cikann header hee to group by thek coksen
Subect el Adcress Entty Emplayee ] From Emad Address Comment
[© ik debrutyriBsage.com i
| 5390 300 Peple Augomats... peapie.supportiDsage.com oreoh@pPecolescheder:com

Loak Repatt | Repert Fie e I Company Comparry Rube Fiter Options [ Repert Format 1 Comment
2| & 1385 - Company Reconchation £55 - Test Conw Company. 1+ Company & Compary Rue 02 poF

5. Click on Recurrence Info.

Recurrence pattern

(@) Daily

@ .
© Weekly @) Every davyis)
(1 Monthly () Every weekday

(1 Yeatly

Range of recurrence

Stark: | 2017/06/19 @) Mo end date

() End after: OCCUMTEnces
) End by: 20170828 -
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6. Setup the recurrence for when the report needs to run.
7. Click on OK.

8. Click on Save.
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