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Schedule a Custom Report 

Use these steps to schedule a Custom Report

Schedule a Custom Report

1. Log on to http://augustus.iqnavigator.com
2. Click on the Report tab.

3. Click on the Custom Reports hyperlink

4. Find the Custom report you want to schedule, click the blue arrow[image: image6.jpg]IQNavigator
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5. Under  ‘Schedule Specifics’ Select ‘Schedule’
6. In Scheduled Start Date: Enter in the date you want the report to run (The current day will be defaulted in this required field)

7. In Scheduled End Date: Enter the date you want to stop running the scheduled report
8. In Scheduled Start Time: Enter in the time you want the report to run (The current time will be defaulted in this required field)

9. In Run Next Report Every: Enter the Frequency that you want the report to run (i.e. every 1 week, every 1 month, etc.)
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