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1. Log in 
 

2. Click on Configurations. 
 

 
 

3. Click on Report Configuration. 
 

 
 

4. Select the timezone. 
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5. Add the report criteria. 

a. Select the days for the report to run. 
b. Select the time the report should run. 
c. Insert the email address the report should be sent. 
d. Select the file format of the report 
e. Check the enabled box. 

 

 
 
 

6. Select the locations that should be added on the report by clicking the advance filter button.  If all of 
the locations should be added. Click the Configure all button.   
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7. Click the Apply filter. 
8. Click the close button 

 

 
 
 

9. Click Save changes.  
 

 

 


