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To Edit a Scheduled Report 

From the Heartland Merchant View home page 

 -- Select Reporting, 

  --Report Scheduling 

 

 

       

   Scroll down to the bottom to find current scheduled reports: 

 

Select the report to edit 
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If you are wanting to ADD individuals to a created report, select Edit. 

 Change the necessary information (add or delete recipients) and hit submit. 

 

If you are instructed to delete the report and reschedule, Select Delete first. 

Then go back to the top and select the report again 

 

 

 



3 
 

And create it once again with those who should receive and hit submit 

 

 


