
 

 

  
 
 
 
 
 
 
 
 
 

User Guide 

Reports | Scheduling a BI Report 

STEP ONE | Scheduling BI reports 
 
At the site or realm level, click the report tab – BI (it will only show/say with private data 

if you have that user right) 
 

 
 
 
 
The BI Reports will load. 
 

 
 
 



 

  

 

 
 

Right click on the report you would like to schedule and click ‘schedule’ 
 

 
 
 
Click ‘Create Schedule’ 
 

 
 
 
The first tab is ‘schedule’ – in this tab you will chose the recurrence and schedule. 
Ensure you click save once selection have been made.  
 

 
 

 



 

   

Parameters tab is the parameters for the report, ensure you click save after you 
have made your selection 
 

 
 

 
 
Output Options tab is where you will select what format you would like the report 
delivered in. In the Output options tab ensure you UNSELECT ‘Output to 
Repository’ under the Output Destination heading. 
Ensure you click save once you select your options. 
 

 
 

 

 



 

  

 

Notifications tab, this is where you will enter the email addresses of the recipients of 
this scheduled report. Ensure you click save once you finish entering your data. 
 

 
 

 
 
 
 

N.B. BI reports can be scheduled as many times as you like to 
different participants with different parameters, under the same 
user account.  


