Positive Carbon - How to Setup Reports Scribe™
(E-mail)

Follow the steps below to set up a daily, weekly or monthly report to your email.

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

2  Click "Settings"

:- Positive Carbon

/l_,\ Home
Manual entry
Feed
Insights Focus Areas
Lauren McKenna - Product
Settings
Total Surplus otal Environmental

996kg (+ -22kg) 2,963kg (1 113kg)
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3  Click "Reports"

:- Positive Carbon

Reports Profile
Home
Feed
. Site
Insights
Positive Carbon
% settings

User

2, Lauren McKenna
R, 851949142

|':'| Positive Carbon: Product

4  To set up adaily report, click here and 'Click Save Schedule Report' when it opens.

Reports Profile

Manual entry

Schedule Report

Schedule Daily Schedule Weekly
Report Report

Generated Reports

Frequency Site Date User

No rows
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5  For weekly report, click here.

Schedule Weekly Schedule Monthly
Report Report
Date ¥ User CC Emails
No rows

6  Click to select whichever day you would like your report delivered on.

Site

Positive Carbon Kitchen

starting Weekday

Monday

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

Sunday

Made with Scribe - https://scribehow.com



7  Click "Add Email" to CC others in the report.

Schedule Weekly Report

Site

Positive Carbon Kitchen

Starting Weekday

Thursday

@ Add Epail

Save Schedule Report

8 Click the "CC Emails" field.

Schedule Weekly Report

Site

Positive Carbon Kitchen

Starting Weekday

Thursday

CC Emails

Save Schedule Report

Made with Scribe - https://scribehow.com



9  Type in their email address.

10 Click it when it appears in the dropdown list.

Site

Positive Carbon Kitchen

Starting Weekday

Thursday

CC Emails

murk@positiveccrbon.orgj =

mark@positivecarbon.org

Save Schedule Report
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11  Click "Save Schedule Report"

Starting Weekday

Thursday

CC Emails

mark@positivecarbon.org

Save Schedule Report

12 To set up a monthly report, click here.

Schedule Weekly
Report

N2 User

No rows
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Lauren McKenna (sign out)

Schedule Monthly
Report

CC Emails csv



13 Click this icon to select which day of the month you would like your report to be
delivered on.

Schedule Monthly Report

Site

Positive Carbon Kitchen

start of Month

01/08/2022 i

Choice 31 for the last day of each month. Be careful when selecting
30 or 29, because February has only 28 days or 29 once to 4 years.

Save Schedule Report

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

Schedule Monthly Report X

Site

Positive Carbon Kitchen -

Start of Month

01/08/2022 i
1 selecting
August 2022 < »w

7 8 9 10 n 12 13 -

21 22 23 24 25 26 27

28 29 30 31
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