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Printing a report for Appointments or Claim Tasks from the Scheduler 

 Click the Scheduling menu. 

 Select the AptRpt tab. 

 

 
 

 Enter a name for the report in the "Event Report Title" field. 

 Choose a "Start Date” and an “End Date” by manually entering them, or using the 

calendar icon. 

 Choose which provider/team member to include in the report by clicking on the 

name in the list in the lower right corner. 

 Click the Report button to create the report. You can then print the report, 

preview it, or save it as a PDF file. 
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