
If you create or send out reports on a regular basis, you should consider using the “Scheduling Reports” 
tool in GHP Online Clubs.  To schedule your reports, go to the tab in the GHP Online Club site that says 
“Reports”.  
 

 
 
From there, choose the report you would like to schedule and double click on it to open it.  

 
 
Then you will determine the type, filters, output, and appearance of your report.  You should actually 
run the report to make sure it has the information and design needed.  Once this is determined, choose 
“Schedule Report” at the top of the page next to “Run Report”. 
 

 
 



Enter the description and the run frequency of the report (daily, weekly, monthly, revision date).  
Depending on the timeframe you choose, other choices must be made (i.e. time, date, etc.).   
 

 
 
 
Then, enter all of the email addresses to send the reports at the scheduled time.  Click on Schedule at 
the bottom of the page.  The screen will then show “My Scheduled Reports” where you can view details, 
edit or delete the report.  You may schedule as many reports as you wish. 
 


