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This is the Email Notification request form.  Please complete this form in its entirety before it is returned.  Use a separate form for each different report you would like emailed.  For Email requests, we need to know the following information:
What is the report name to be emailed?
		



What email address (or multiple addresses) will the report be emailed too?
	

	


What "Reply-To" email address will be listed in the email? (This can be defaulted to “noreply@yourcompany.com”
	


What text will be in the "Subject" line of the email? (It may contain a custom message or the report name)
	[bookmark: _Hlk157518110]


What text will be written in the body of the email?
	


What format will the report be sent in – please choose from the list provided (Word, Excel, PDF, CSV, Tiff, or XML File)
	


What frequency will the report be emailed - (Hourly, Daily, Weekly, Monthly, Quarterly, etc)
	


What date will the first email be generated on?
	



What time will the email be generated (This is the time when the report is run and the email is sent)
	



[bookmark: _Hlk157518498]What is the last date the email notification will be sent? 
	



Technician’s names to include on the report listed below…
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