
  Generating the County 24-Hour Notice Report                      
 

To generate the report: 
1. Login to OVERS. 

 
2. Click on Jobs from the Menu bar and then County 24 Hour Notice. 

 

 

 

3. Enter the Beginning Date and Ending Date parameters for the report you want to 
generate. By default, the report will generate a .pdf document. If you want the report in 
Excel, then check the Generate Excel checkbox. Reports that have large date ranges 
will take longer to run. 
 

 
 

4. Select the schedule. We recommend choosing Run Once and then Run now.  
 

 



 

5. Scroll down and click Save to run the report. 
 

6. A message that the Job schedule was successfully created will appear. Click on the 
job schedule log link for the report.  

 

 
 

7. The Job Scheduler Log page will appear. Look at the Job Status to see if the job is 
Pending or Completed.  If the job status is Pending, then you can click Refresh to see if 
the report has completed. 
 

 
 

8. Once the Job Status shows as completed, the report will show in the Output field. Click 
on the link to open the report. 
 

 
 



9. An example of the report: 
 

 

 
 
 
 
 
 
 
 
 
 
 

 


