How to Schedule a Report — Step x Step

1. Set up the desired report by completing all necessary fields to run the report (see separate instructions on
running reports). Don’t forget the Display Options at bottom if you wish to see only specific fields.
2. Click Preview
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3. Save Template
[[Admintvome T Uners Growes | Cotemt | owplar | conbouration IR Seevor |

peiafies > > Delswlt >> Contend Activity > > Detslled by Coniomt

At B Aot Trpa *THH T Uspmpmy = Frsfiams = LmiMess = OwopHews = Mg.'}“ s HT- E F"n':“ G e lmr_ lﬂ'H-MM ol
Framaeesia bor bders Veh Dow
[ Bl Bocka bl op (= 2] Brurarz WT_iT_Tramsgortation doom WITA_iT_TA s Hneorn 1 ]
Buoands g artige Dortvim{eatg oy Fckard [ ] MTA_IT_Eserpeia Aops NITA_FT_ER N HEe-n 1 i

4. Name your Report click ok
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MTA_IT Transportation

* Name

[Content Activity-Detailed by Content
Description

Displays users' access activity per asset.
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5. Click Yes to schedule

This template has been saved in the Personal Templates section. Do
you wish to create a schedule for this template?
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6. Complete your schedule click ok — Your scheduled reports will be displayed in Personnel Folder. You will
receive an email each tome the report runs.
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+ Name Admin Home | Users & Groups | Content I Display | Configuration ‘
[Content Activity-Detailed by Content ] Templates
Description
‘Displays users' access activity per asset. |
Format
Format || Include report parameters pefault | Personal
Delete In
Schedule
start 2016-hug-31 (3
Start Time :[00JuTc, 24-hour format)




