
Create a folder for each day of the week in the Documents folder of your hard drive or jump drive. 
 

 
 
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. 
 

 
 
 
 



When the Scheduling Reports screen opens click the Add icon in the upper left. 
 

 
 
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.  
 

 

Path to folder 



Repeat for each day of the week. 
 

 
 
 


