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How to: E-mail Reports

1. Navigate to My Saved Reports:
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My Employees Payroll Reports

Reports>My Saved Reports

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

Overview My Saved Reports My Completed Reports

Page | 1 ‘ of 1 1-7of7Rows  Saved: Company Reports v Other:
~ Grouped By > Saved As Name - T Report Name o Report Owner -
like - like - = -
payroll
\ N
. Report Category
Payroll
@ G £ W Payroll schedule Payroll Test Client Admin

*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.

Manage Email Schedules X

Q)+ Add Schedule

Email Schedule T Description Enabled Date Created Actions

(@) NoDatato Display
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4. Email Schedule Set-up Email Schedule X
Create your schedule by populating the fields
below—ensuring that you add data to any field ShIENb‘mShod'
that has a red asterisk (required field): | ®
Description
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) Schedule
5. Select the Schedule/Time (am or pm) *required  schecuieTye
field (estter 9|
- IUAEED
IS(;:Z:JF @ o)
5. Recipients and E-mail Format: Recipients * )
& send To Me
1. Select Recipients *required field Account Group
2. Select Account or Group (you may use the ‘- Testanzger @ & : B
lookup menu to the right to search for [Er”TZ':@paypmmom o & |Ema”5 o @
accounts) or type in Emails +nia @
3. Add additional e-mail fields, as needed View Emailed Report With
4. View settings (select Recipients Permissions - Pesremssons Q-
or My Permissions)
5. Choose Report Format (PDF, Excel, CSV, Email _
HTML, XML or Text) T [ O
6. Optional Password (this will require e-mail From Emal Address
recipients to enter password to view) “ [eepaprocerp o @ | B isplay HeaderiFooter
7. From Email Address (optional for mass e- fwzi.ey PI:;roHScheduIe (o )
mails) Message Body
8. Message Title (what will appear with the B I YSIL S = = S| tmeshewr. v 12pt N
report) ¥ B @ = iE- =n |9 0|f 2 H OB AvE
9. Message Body (any message you would like I:h‘“’“}f:;nhdlfmkj o
have appear with the e-mailed report)
Cor R

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

Report Generated By SaaSHR....
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