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Positive Carbon - How to Setup Reports
(E-mail)
Follow the steps below to set up a daily, weekly or monthly report to your email.

1 Navigate to https://web.positivecarbon.com/overview and login using your
email address and password.

2 Click "Settings"
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3 Click "Reports"

4 To set up a daily report, click here and 'Click Save Schedule Report' when it opens.
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5 For weekly report, click here.

6 Click to select whichever day you would like your report delivered on.
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7 Click "Add Email" to CC others in the report.

8 Click the "CC Emails" field.
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9 Type in their email address.

10 Click it when it appears in the dropdown list.
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11 Click "Save Schedule Report"

12 To set up a monthly report, click here.
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13 Click this icon to select which day of the month you would like your report to be
delivered on.

14 Select which day and then press 'Save Schedule Report'.


