
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 

.  

 

3. Save Template 

 
 

4. Name your Report click ok 

 
 

5. Click Yes to schedule 

 
 

 



 

 

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. 

 

 


