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The following instructions guide you through the steps to set up KeyAdvantage reports to be 
automatically generated and emailed on a regular basis.

Enter Email (SMTP) Server Information
1.	Login to the KeyAdvantage software as a 

CSA-level user on the KeyAdvantage server.

2.	Select Administrator > Configuration.

3.	Select the Customer Site Options tab.

4.	Enter the SMTP address. The SMTP address 
is either the IP address or the SMTP server 
name of the company’s email server. Example: 
smtp.aol.com

5.	Enter the User Name and Password and 
Confirm Password. The User Name and 
Password are the domain login and password 
for the email server. Example: AOL screen 
name and password.

6.	Enter the email address for the person to 
receive all emailed reports in the E-mail 
Address for Automatic Notifications field.

7.	Click the Save icon to save the information.

Create a Windows Scheduled Task
1.	In Windows, click Start > Settings > Control 

Panel > Scheduled Tasks > Add Scheduled 
Task.

2.	The Scheduled Task wizard launches. Click 
Next to continue.

3.	When the list of applications is displayed, click 
Browse.
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4.	Browse to C:\Program Files\Supra\
KeyAdvantage\KA folder.

5.	Select the program 
RptSchedulerMail.exe and click 
Open.

6.	Select to perform the task Daily and click 
Next.

7.	For the Start Time select a value that is earlier 
than when the first scheduled report is to be 
generated.

8.	Select to perform this task Every Day.

9.	Click Next to continue.
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10.	 For the user name and password, enter 
a valid domain login and password for the 
KeyAdvantage server machine that is running 
the scheduled task.

11.	 Click Next to continue.

12.	 Check to Open advanced properties for 
this task when I click Finish.

13.	 Click Finish.

14.	 Select the Schedule tab.

15.	 Click the Advanced button.
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16.	 Check the Repeat task box and set the 
value to every 10 or 15 minutes.

17.	 Set the Duration to be enough time for all 
scheduled email reports to be generated.

18.	 Review the final settings indicated at 
the top of the Schedule tab and make any 
necessary adjustments.

19.	 Click OK.



Technical support
Toll-free:  866.259.8077 in the US, including Alaska and Hawaii; Puerto Rico; Canada. 

Outside the toll-free area: Contact your local dealer.

www.keyadvantage.com
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Set Up a Scheduled Report to be Emailed
1.	Login to KeyAdvantage and select a report you would like to have automatically generated 

and emailed on a regular basis.


