
Custom reports can be scheduled to export to a folder in CSV format using Report to CSV in the 
Export Menu.

1. Click Administrative Options.
2. Click Export Menu.
3. Click Report to CSV.

4. Click Schedule New Export.
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5. Click Edit to adjust the frequency of the report's Export Schedule.

6. Once all selections are made, click Save.
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Select provider(s) for the custom report

Select the custom report

Export frequency and 
next date to export

Enter the file name.

Enter a location to save the file.

If checked, only client's with 
an enrollment date during 
the date span are included.

If checked, only client's with 
a service date during the 
date span are included.

Number of days back from the 
Next Export date. This report 
would run from 07/05/2016 to 
07/05/2017.

Set the date and time for the report 
export schedule.

Click Save when selections are complete.

Options for 
frequency of 
exports



At the scheduled time, the results of that custom report will be exported to the Output Path 
generating a CSV file named using the the prefix set in the Export Schedule Setup window.
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