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Overview 
 

Scheduling reports to build automatically can help free up your time which you can spend on your guests instead. It is mostly 

used for night audit reports but can be set up for any other reports you would like to receive. 

 

Standard 
 

Ensuring all properties, and respective employees, are adhering to the expected guidelines to maintain Best Practice throughout 

the network, whilst performing operational duties. 

 

Procedure 

Start building the report you would like to schedule. Once you have selected the correct options, you will need to select Schedule 

instead of Build. 

→ Once you have selected ‘Schedule’, a menu will appear below which you will be able to see if you scroll down. 

→ Select which days and how often you would like to receive the report. It will also give you an option to select what time 

the reports will come through. 

→ The next step is to select the email address you’d like the reports to be sent through. This is done but searching the 

email in the drop down money under the section ‘Select User’ 

→ Click ‘Save’ once above steps are completed. 
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