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Edit, Disable, or Delete a Scheduled Event 
 

 On the right corner of the screen click Setup. 

 

 
 

 Click Event Manager. 

 

 
 

 In Event Manager, you will see all Scheduled Events you have created. 
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A. Edit 

 

 To edit a scheduled event, click to highlight the event. 

 Make any changes under Event Details or Event Schedule. 

 Click Save on the menu line to save the changes. 
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B. Disable 

 

 To disable a scheduled event, click to highlight the event. 

 Click Disable on the menu line. 

 The report will no longer run. 

 

 
 

C. Delete 

 

 To delete a scheduled event, click to highlight the event. 

 Click Delete on the menu line. 
 

 

 
 


