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Supplier Instructions to Distribute Custom Reports via email

Distribute Custom Reports via email
**Note: There is an email attachment limit of 5MB, if the report is larger it will not be emailed** 
1. Log on to http://iqnavigator.com
2. Click on the [image: image1.png]Customers



 tab
3. Click on [image: image2.png]- Customer Login




4. From the dashboard, click on the [image: image3.png]‘ Customer
Login



 ,then click the [image: image4.png]


 button
and enter in your login information
5. Click on reports tab

6. Click on the custom reports sub menu link

7. Create, Submit, or clone a custom report.

8. Click the ‘submit’ or ‘save and submit’ button

9. Select ‘Email Attachment’
10. Click on the recipient(s), then click the ‘select’ button or enter an email address and click the ‘Add’ button
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11. Submit the report.
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