
 

 
 

How to: E-mail Reports 

1. Navigate to My Saved Reports: 

 

Reports>My Saved Reports 

2. Select the Manage Email Schedules icon to the left of the report you would like to e-mail: 

 

*You will only be able to e-mail reports that you have created or updated/saved into your system 

3. Select +Add Schedule to create a new e-mail schedule for the report.  

 

 

 



 

 
 

4. Email Schedule Set-up 

Create your schedule by populating the fields 

below—ensuring that you add data to any field 

that has a red asterisk (required field): 

 

1. Fill in the Schedule Name *required field 

2. Add a Description (if needed) 

3. Choose the Schedule Type (Weekdays or Days 

Profile) 

4. Select the Days to send (M-Sun) 

5. Select the Schedule/Time (am or pm) *required 

field 

 

 

5. Recipients and E-mail Format: 

 

1. Select Recipients *required field 

2. Select Account or Group (you may use the 

lookup menu to the right to search for 

accounts) or type in Emails 

3. Add additional e-mail fields, as needed 

4. View settings (select Recipients Permissions 

or My Permissions) 

5. Choose Report Format (PDF, Excel, CSV, 

HTML, XML or Text) 

6. Optional Password (this will require e-mail 

recipients to enter password to view) 

7. From Email Address (optional for mass e-

mails) 

8. Message Title (what will appear with the 

report) 

9. Message Body (any message you would like 

have appear with the e-mailed report) 

 

10. Click Save. E-mail report will be forwarded to you by SaasHR:  


