
 
  

 
 
 

 

Find 
Report 
Builder in 
the Back 
Office, 
under 
Reports in 
the left-
hand 
column 

The 
overdue 
report 
has been 
saved 
here, but 
the date 
will 
need to 
be 
changed 
by 
editing 
the 
report 
before 
you run 
it each 
time.  

The date 
can be 
changed 
in Step 
6, just 
keep 
pressing 
the 
green 
right 
arrow 
until you 
get 
there. 


