How to set up Bill Tax Summary report to run each morning - before you get there

1. Click on Reports

2. Click on Schedule New Reports

3. Click on OK

4. Click on the Circulation tab

5. Click on Bill Tax Summary

6. Click on Setup & Schedule

7. At this point- you can change the name of the report to something else- if you want

8. Click on the Selection Criteria tab

9. Click on the Library Gadget

10. Select your library

11. Click on OK

12. Click on the Payment date gadget

13. Click on the “Date depends on the date run” gadget in the upper left hand corner- it looks like a calendar page with a green arrow under it.

14. There should be a 1 in the box under the plus sign- if there isn’t- put a 1 in the box.

15. The radio button in front of days before should be marked- if it isn’t- mark it.

16. Click on next

17. Click on the radio button that says “no ending date”

18. Click on OK

19. The box should now say “1 day before the report run date with no ending date”. Click on OK

20. Click on “Payment type” gadget.

21. Choose “check” and “cash”

22. Click on OK

23. Click on Schedule

24. Choose Daily

25. Click on the gadget at the end of the Date and time to run box.

26. Click on the date gadget

27. Choose tomorrow @ 6:30 AM

28. Click on OK

29. Click on OK again

30. Click on Close

31. If you click on Scheduled reports- you should see your report- ready to run at the right time. This way- you will only have to go in and click on Finished Reports every morning to see how much money to take out of the cash box and take to the office.

