Subscribe to a report

1. Click on the Global Tab Setup
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2. Under My Settings, click subscriptions (expands) and then Reports
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» Membership
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3. Onthe upperright corner of the screen, click Add Schedule Report

Jly Subscriptions - Reports
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cutguaty schecute NextunTme Lt i prepe—

4. Add Report Subscription
a. Select desired report from the dropdown menu

* Select a report to schedule: | UMELC - Construction Update Report v |

Select an output type: | MUHC PDC annual permit task forms -
: MUHC PDC annual permit task forms-Rev July 12 2024
: MUHC PDC annual permit task forms-Rev July 2024

| MUHC PDC annual permit task forms-Rev July 2024
MPR Process Data Fields (Daily) S&T

MPR Process Data Fields {Daily) UMKC

Project Address for UMSL

Project Details Audit S&T

Project Details Audit S&T PM and CPM Fields

Project Details Audit UMKC

Project Details Audit UMSL

Project Details Lookup

Project Membership

Praject Membership - UMEKC

Project PM and CPM for S&T

Project Update Status Report by Project Number

S&T - Construction Update Report

S&T Projects Update Report - B

Summary of Last Logon Date by user

UMEKLC - Construction Update Report -

b. Selectoutputtype

Select an output type: 'f.:z' HTRAL
'f._z' Excel Data Export
() Excel Print View
(_) C=W Data Export
® pOF
O Rich Text

c. Click Nextto go to the next screen



d. Select the name you would like output file
e. Selectaname for the is schedule
f. Selectfrequency

Set a name for the output file: ® Use system generated unigue file name
() set a specific file name

* Selact a name for this schedule: |LIMKC - Construction Update Report
Mote: The name can be the same as the report
Run report: ) Daity
O weekly
® Monthly
) One Time

g. Click Nextto go to the next screen
h. Sectthe date and time you would like to receive this report
i. Date
ii. Time
iii. Frequency

Edit Report Subscription

* Select the date and ime you want to receive this report

Date
02032025 |

@me
[first v ][Moncay v]
Of the menthis): & Jaruary & Apri Gy 8 october
Brevruzry B wzy & august & november
Bivarch [ Bseptember 8 December

i. Click Nextto go to the next screen
j. Selectadelivery type
i. Enterthe email addresses you would like to receive the report

Select a delivery type: Email

[ Do Mot Send Empty Reports

Send Copy Ta

| <moorsvm@umsystem.edu> = || <hwimm@umsystem.edu> = |

Lookup

Unsubscribed Addresses

Remowe an address to have that person receive this report again.

[ e-Builder Document Folder {Note: Empty reports will not be saved.)

k. Click save
l. Thereportwill run and the subscription will be saved and will automatically
ran as requested.



