
Automating Reports in New Engine 

 

Step 1: Save the report you want to schedule. In Report Manager, click on the name of your saved report. 

 

 

 

 

 

 

 

Step 2:  Navigate to “Schedule & Recipients” 

 

 

 

 

 

 

 

Step 3: Here you will be prompted to select the frequency, your desired day(s), the time of day, and the 
delivery format (Excel, CSV, PDF).  

 

 

 

 

 

 

 

 

 



 

Step 4: Select the user(s) you wish to send the report to by clicking on the arrow button. 

 

 

 

 

 

In the pop-up box, check off the desired name(s) and click Confirm in the bottom right corner. Then you 
can decide on Recipient Permissions. This allows you to control how much information the recipient sees 
in the report. 

 
 

 

 

 

 

 

 

 

 

 

If you follow these steps and encounter any errors or issues, please reach out to 
eacademy@providers.org for assistance. 

mailto:eacademy@providers.org

