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Scheduling Email Delivery of a Report 
 

Reports can be scheduled to run automatically base on a schedule. In addition, the report can be delivered to a 
recipient’s email address when the scheduled autorun occurs. To schedule a report to autorun with email delivery: 

Locate the report to be scheduled for autorun using the report tab drop-down list located in the selected report 
menu item.   
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Select the report to be schedule in the report tab. 

 

Click the down arrow in the Auto Run Schedule field of your selected report and click Add New Schedule. 
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Select the format for the report in the Attachment Type drop-down list. 

 

Enter the time of day you want the report to run and enable the check box for each day you want the report to 
run. 
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Enter the email address for each recipient you want to receive the report in the Recipients field, separating entries 
with a semicolon. Type a subject for the email in the Subject Line field and add a message to the recipients in the 
Content Message field if needed. 

 

The scheduled time and days for the autorun will appear in the Auto Run Schedule report field. 
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Removing an Auto Run Schedule 
If you need to cancel the autorun, select the down arrow in the Auto Run Schedule header and select Remove 
Existing Schedules. 

 

Enable the Confirm Removal of all Schedules check box in the Clear report Schedules window. 
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