
Creating Transaction Reports 
 
In Manage Go to Reports>Advanced Transaction Reports. 
 

 
 
Set up as shown below. You may name it whatever works for you in the Description box. Choose the 
transaction types you want to report on. Generally it’s just Issue. Save. 
 

 
 



Click Choose Fields. Choose the fields you wish to show up in the report. The arrows to the right of the fields 
will move the Field Names so you can arrange them in the order you want them across the top of the report. 
 

 
 
Save. Click on the Print button in the upper right to view the report format. If it is what you want, save and 
close.  
Now that the report is created we need to schedule it. Go to Administration>Scheduling Reports. 
 

 



 
Click the Add button in the upper left. 
 

 
 
The Scheduled Reports Maintenance screen will open. Fill in the required info from the drop down menus. If 
you want different people to view the reports, the report will have to be scheduled for that particular user. You 
can schedule as many reports as you want for as many users as you want. The file can be named whatever you 
want. Be sure to check the Active box. It will email the report to the user scheduled. The users email must be in 
the user’s profile. Save and close. This report is now scheduled. Repeat the process to add different users that 
will receive the reports. 
 

 
 
 
 



You will see this screen. 
 

 


