[bookmark: _GoBack]Please click on the report title for Week/Month – to -date Fees Report
Then Enter Report Selection criteria and click Finish.
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While the report is running you will see the following options
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Please select Email Report. You will have an option to enter your email. Select OK for the report to be delivered to your inbox.
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Your report is running.

Instead of waiting, you can set it to run in the
background with one of the following delivery
options:

Save Report

Ey save as Report View...

7 Email Report.

Cancel
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Specify the recipients and contents of the email. To add recipients, click Select the recipients or type the email addresses separated by semi-colons. To include.
an HTML report as the message body, leave the Body box empty and select the report as the only attachment.
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