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STEP 1
Go to Spec-Rite Online

STEP 2

Click on Scheduling

oo Not Set @ nNot Fainting
Equipment
(archive) Olymp.. @Not Painting
S
Adrin (archive) Easter.. @Not Painting

=
Templates
©®©

Scheduling
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STEP 3

Click on New Automated Report

Email sent to samantha.lorenz@skipline.com

2“ immediately
Admin
(=) @M-F at 11:00am
Templates Daily Sam Test la
Email sent to samantha.lorenz@skipline.com
(O] immediately
Scheduling

New Automated Report

STEP 4

Give your automated report a name

New Automated Report

~— Automated Report Name
[ Daily Update| ﬂ

®

06:00 Daily (M-F), Starting 07/12/2022, No
End

Report Template ‘ -
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STEP 5

Select a color for your automated report. This will allow you multiple ways
to organize your schedule reports.

New Automated Report

Automated Report Name

Daily Update

06:00 Daily (M-F), Starting 07/12/2022, I
End

Report Template ‘ v

STEP 6

Click on time and date to make changes.

New Automated Report

Automated Report Name

Daily Update

sesrEN

[ ® 06:00 Daily (M-F), Starting 07/12/2022, No ]

End

Report Template ‘ -

‘ @ Work To Include In Report

‘ Email Report y
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STEP 7

A new window will open up.

STEP 8

This allows you to choose daily, weekly, monthly or yearly reports.

When to Run the Report X

Choose the date, time, and frequency for the report to be
run. The report will include all data since the last automated
report was generated.

Run Report [ Weekly - }
Run On [ Daily )
N B Weekly
Monthly
o Yearly
@ Never
O on 07/13/2022 ]
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STEP 9

Select your start date and the time

When to Run the Report X

Choose the date, time, and frequency for the report to be
run. The report will include all data since the last automated
report was generated.

Run Report Daily -
Start Date RuaTicas
07/13/2022 ] [:oo AM @J

® Every Weekday (Mon-Fri)

O Every Day (Mon-Meon)

Never
. Al -

O on 07/13// N

— .

STEP 10

Choose whether you want your daily report delivered Mon-Fri or Mon-Mon

When to Run the Report X
Choose the date, time, and frequency for the report to be

run. The report will include all data since the last automated
report was generated.

Run Report Daily ‘ v

07/13/2022 (m] 07:00 AM @

@ very Weekday (Mon-Fri)

O Every Day (Mon-Mon)

@ Never
O on 07/13/2022 B0
O After 5  Occurrences
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STEP 11

Click on Done

@ Never

O On 07/13/2022 (3

O After 5 Occurrences

STEP 12

Next choose the report template you wish to run.

07:00 Daily (M-F), Starting 07/13/2022, No

‘ @ End

‘» Report Template —’

[ Quality Report ]

Usage Report (metric)

Quality Report (metric)
Usage Report

Weekly Job Pattern
New

Name
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STEP 13

Then you will choose the work you want to include in the report.

07:00 Daily (M-F), Starting 07/13/2022, No
End

®

Quality Report ‘ v

[ @ Work To Include In Report]

‘ Email Report ‘

STEP 14

You can select a specific truck or select all trucks.

X
Work To Include
Select Trucks Select Jobs
Not Set = No Jobs Avaliable
(archive)
Olympic Region
(archive)
Eastern Region
v
0 ANlTruck(s) (0 AllJob(s)
[ |
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STEP 15

From there you can select a specific job or select all jobs.
Not Set 008262 gp 48-54

(archive)
Olympic Region

(archive)

Eastern Region

(] Al Truck(s) | }«u Job(s)

STEP 16

Click on Done

e ARE O R T

(archive)
Eastern Region

(O Al Truck(s) All Job(s)
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STEP 17

Last, you will choose how you want to receive your report.

07:00 Daily (M-F), Starting 07/13/2022, No
End

©

Quality Report | v

‘ B Multiple Selected

[ Email Report

STEP 18

You can choose to receive it immediately after it's generated or have it
delayed.
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STEP 19

Choose the email address(es) you would like the report sent to and whether
you want it sent as a link or an attachment.

Report Delivery Options %

Choose how, where, and when 10 send the report when one
is available.

Deliver Report Immediately

Delivery Method:
Email

samantha.lorenz@skipline.com
Entter one or more email ‘addresses separated by commas.

Include:

Link

Attachment

PDF [J xLs

O kML [ shapefile

O GeoJsoN

STEP 20

Click on Done
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