Navigate360: Configuring a Schedule for Saved Reports in V3
Searches from reports can be saved and automatically re-run without re-entering Fields. After saving a report, users
can configure a schedule for the report to run automatically and send updates to their Outlook.

1. Run the desired report

o To run areport, click the Reporting B icon from the left navigation. Reports
o From reporting screen, click the Standard Reports tab careports | Snanderd Rapors
o Select areport, apply the desired
Field(s), to add additional Fields click
+Add Filter ' Results must match ALL iters: 1
o Click Run Report at the bottom of the
page. '
2. Save the report or search 0 e mactve srs: [ mcon bay soderes owy
o Once results have been generated, [ ]
click Save As in the Unsaved Report
box at the top of the page
o A Save Report dialogue box will appear. Under Im""'“:
Name type a specific name for the report.
e NOTE: If this report is associated with a specific Save Report x
campaign, consider naming the report to match
the campaign including user initials A —
Example: Academic Alerts Spring 2024 RDS - -
o Click Save as New Report Cancel | save

3. Re-run the saved report and Configure a Schedule

(@)

@)
@)
@)

(@)

Click the Reporting @ icon from the left navigation

From the My Saved Reports tab, click the title of the saved report to re-run

Click Run Report
To Configure a Schedule for a Saved Report, click the

hamburger menu ~ beside the title of the saved report
Click Configure Schedule
A Saved Report Settings box will appear. Set a recurring
schedule by selecting a Start Date and End Date under
Schedule Duration
Select a Frequency to receive the report: Daily, Weekly, or
Monthly
e NOTE: If selecting Weekly, select the Day of the week
to receive the report
e NOTE: If selecting Monthly, select the Type (Specific
Day, First, Second, Third, Fourth) and Day (First, Last, 2,
etc.) of the month
Select the Time to receive the report to your Outlook
Click Saved Scheduled Report Rule

Saved Report Settings

Name =

Delete Saved Report

Create Automation

Schedule this report

Set a recurring schedule for your report and receive notifications when they are

ready to run.

Schedule Duration

Start

End

[Frequency

O Daily
O weekly
@ wmonthiy

Type *

Time =

Save Scheduled Report Rule

You will be notified at the chosen time of day in your institution’s timezone,
subject to processing time delays.
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