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VacTrAK Schedule Reports Guide 

Users must have “Schedule Reports” permission to utilize this option.  Contact VacTrAK Support for assistance. 

Step 1: From the Reports menu, click on the Schedule button for the desired report.   

 

 

Step 2:   Select Schedule Parameters and then Search and Select Users. 
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Step 3.   Click the Schedule button to run report. 

 

 

Step 4.  After the report has finished running, you will receive an email at the email address on file in VacTrAK.  The 

email (similar to the one shown below) indicates that the report has completed and is now available in VacTrAK. 

 

 

Step 5.  From the listed Scheduled Reports Received, click on the applicable report as shown below to view the report.  

Reports are saved in VacTrAK until deleted by the user. 
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