Create a folder for each day of the week in the Documents folder of your hard drive or jump drive.
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Create a separate report for each day of the week. The reports will be identical but the name of each will be
different. I named them Monday Transactions, Tuesday Transactions, etc.

Go to Administration > Scheduling Reports.
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When the Scheduling Reports screen opens click the Add icon in the upper left.
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In Scheduled Report Maintenance screen you will schedule each report to run after all transactions have been
completed for that day. For the file name insert the path and file name. Fill in the required information then

Save & Close.
¥ MATRIX-TM Manage =]
Main  Cperations  Order  Reports  System Tables  Administration  Help  Windows
& @) @
C|TIM|S} [ scheduled Report Maintenance O] =] I;
<=
wT
\l User Mame: Iadmin j & File Type: s -
lter Schedule Day: IEvery Tuesday j * Schedule Time: ID?:DD ,l *
((®_ 'J Query Name: IMonday Transactions j * Destination: IFiIe 'l -
Pl (e IF:\Documents\1 Mionday Transactions Dl (e Uppeitect l—;l
Bin Separator:

[

Transaction

\Ctive; |7
Path to folder




Repeat for each day of the week.
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