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Schedule Task –  

Select the report you want to automate from your print queue.  Click on the Task button. 

Select Schedule This 
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Select the desired options. Please use the 

Start Time 4:30am, select the day you 

want to receive the report, select weeks 

of the month, and months of the year.  

You can add up to 4 email addresses in 

the Email Results to: field.  Save report. 

 


