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STEP 1

Once on the Report Customization page - Click on process
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STEP 2

Select the file format you want to be delivered to you

Report Options

POF D D Print Report (3)
Print Selection Criteria
Preview Report (i)
(O csv(Raw Data) © (O email Report
O e @ [ FTP Report

sFTP Report
Schedule Only Options D 3 @

Printer List Not Available

D Dashboard Chart or Table (D)
Send Report Debug Email To @
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STEP 3
Select Email Report in Output Options

POF (O D Print Report (5)
Print Selection Criteria o
Preview Report

CSV (Raw Data) (O Email Report (5)

XML

edule Only Options

Dashboard Chart or Table (i)

FTP Report @

0080

sFTP Report @
Printer List Not Available

Semd Renart Nehiio Email Ta ) AR CiAEh) 1@

STEP 4

Add in the Email you want the reports to be delivered to.

You can add multiple by comma separating the email addresses

Print Selection Criteria

® O Freview Report ©
O csv Raw bara) () Email Report ()
[(mE 6] O FP Repor: O

sFTP Report
Schedule Only Options D 3 @

Printer List Not Available

[ Daskboard Chart or Table (D)
Send Repor: Debug Email To (B)

[[ twyattBeaba.go ® ]

Email Subject (D)

Email Body (D)

Plain Text Editor

0 of 30000

Continue Schedule Cancel
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STEP 5

Give your email a descriptive subject line

O <svRaw bara) & Email Repor: ()
O @ O FPrepor: ()

sFTP Repert
Schedule Only Options D i @

Printer List Not Available

[ Deshboard Chart or Table ()

@

Send Report Debug Email To

m—

twyatt@eaby. gov

Email Bady (D)

Plain Text Editor

0 of 30000

Continue Schedule
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STEP 6

Include any additional text you want in the email body

O csv (Raw Data) © B Email Repor: D
Qwe O FTP repor ©

SFTP Report
Schedule Only Options O port

Printer List Nat Available
[0 ©ashboard Charr or Table (D

Send Report Debug Email To (D)

twyatt@cabq.gov

Email Subject (1)

Email Body (§)
|_Plain Text Editar

0 of 30000
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STEP 7
Click on Schedule

Continue [ Schedule ] Cancel
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STEP 8

Give the schedule a descriptive name

Examples:
Daily Golf Profit Center Report
Weekly Golf Admissions Report

Schedule Generator

chedule Name* (1) Status (3)
[‘ Daily Report Schedule| ” Active =
End Date * (§) Month * (7)
E) 04/14/2022 (12) January, February, March, April, May, June, July, August, Sep... ==
(0) Selected =
Time Oprtion ® Time * @
Fixed Time b= (0) Selected =
E47354 a”

Email To' Address When Event Completes (D)
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STEP 9

Select the date you wish the reports begin being delivered

s 2 047141202 |

Day Option (7)

Specific Weekdays

ir

June, July, August, Sep...

ih
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STEP 10

Give this schedule an end date

Schedule Generator

Schedule Name * @ Status@
Daily Report Schedule Active

End Date * @ Month * @

‘ (3 04/14/2022 ‘ (12) January, Febru;
(0) Selected v

Time Option (§) Time * ()
Fixed Time s (0) Selected

Run As* (1) Made with Tango.us
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STEP 11

Select the Months you wish the report to be delivered

All 12 months are selected by default

Status @ Begin Date * G
Active = £ 04/14/2022
Month * (7) Day Option (§)
(12) January, February, March, April, May, June, July, August, Sep... - Specific Weeki
Time * @
= (0) Selected + Made with Tango.us
STEP 12

Select the "Day Option"

I
Begin Date * @

- £ 04/14/2022

Day Option (7)

= Specific Weekdays i = B

i
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STEP 13

Select the weekdays you wish your reports to be delivered to you

Schedule Name * (f)

End Date * @

£ 04/14/2022

Weekdays* ()

Status (5)

Active
Month * (

(12) Janu

[‘ (0) Selected

4
p—

Time Option (§)

Fixed Time

Run As * @

E47354

STEP 14

Time * G

= (0) Selec

= Made with Tango.us

Select the specific time you want the reports to be deliverd to you

Month * ()

(12) January, February, March, April, May, June, July, August, Sep...

4»

Time * (7)

4

- [| (0) Selected

4r
—/
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STEP 15

Click on Save
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STEP 16

Close the success message once you are done scheduling your report
delivery

Report has been successfully scheduled.
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