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HOW TO SETUP A SCHEDULED REPORT 
The Reports>Scheduler window 

 

1. Type of scheduled event. 

2. Next time action will be performed 

3. How often the activity will be performed 

4. List of reports, PBX, Tariffs or periods to 
be used 

5. Email address to send to / File involved 

6. What to do with the report once finished 

7. Which printer format to use 

8.Which computer to handle the event  

9.Days event is allowed to run on 

10. Alias/Description for this event 

 

To set a report to run automatically, go to Reports>Scheduler then select a similar event in the list on the left 

 

Ensure that Run Report is selected. 

Enter the time and date for the schedule 
event. 

How often the activity will be performed 

 

Select the report you want the event to 
run, they are stored alphabetically folder 
name\report name. 

 

 

If Output to email is selected the box is 
greyed out. Click the [+] to enter the 
required email address. 

 

Select the output option that you want. 

 

 

If an email address has 
been added to 
LUMBERJACK, or used 
before, you can select it 
from the drop-down, then 
click [Add] 

If the email address you 
want is not in the drop-
down list you can type it 
here, then click [Quick 
Add] 
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Once you click [Add] or 
[Quick Add] the email 
address appears in the list 
on the right. 

If you added an address 
using [Quick Add] it will 
also appear in the drop-
down list for future use. 

 

Click the Send As drop-
down to select the format 
you want the report to be 
sent in. 

You may want to send 
yourself a few test emails 
so you can see what the 
differences are. 

Then click [OK]. 

 

 

This now tells you how may emails will be 
sent and in what format. 

When using Output to email, these boxes 
are greyed out. 

Give the event a description that you will 
recognize. 

 

Select days of the week that you want to 
event to be able to run on: for example 
you may be running a report on Yesterday 
and want reports for Monday to Friday – if 
this was the case you would only select 
Tuesday to Saturday here (the report 
would then not run on Sunday for 
Saturday, nor Monday for Sunday).. 

 
When you have made your selections click [Add] 
 

 

 
Notice that LUMBERJACK puts in the day. 

When you [Add] the event it drops to the 
bottom of the list on the left. The next time 
you go into this window the event will be in 
the correct chronological order. 

 

 


