
  

 
Reports: 

Schedule a Report
Page 1

Click Schedule Report 

at the top of the page

Points to Remember: 

• All PHIMS reports can be scheduled. 

• Schedule reports to avoid time-out errors. Reports that have wide From/To date ranges and/or cover high-volume diseases are likely to take longer to 

generate than the automatic 3 minute time-out. 

• Select Run Frequency of Once to generate the report now. This is comparable to selecting the “Generate Report Now” button, but avoids timeout errors. 

• Select Run Frequency of Recurring to establish a recurring schedule. The report will generate with the selected parameters at the stated intervals. 

• Options are to select Hourly, Daily, Weekly, Monthly or Yearly recurrence. Select the recurrence and schedule (day and time) that best fits operational use.  

• Workgroups are not currently in use for reports, so users can ignore the option to select a workgroup. 

Privacy: No Disclosure Permitted. 

LHN >

Reporting & Analysis >

 Reports 

Or 

PHIMS landing page 

Reporting ti le 

Click on the hyperlink 
for the report to be 

scheduled

Select report 

parameters as required 

Expand the panel for 

the report to be  

scheduled 

Click Return
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‘Report has been 
successfully 

scheduled’ message 

displays

Leave Run Frequency 

selection to ‘Once’. 

Select appropriate 

Schedule Date & Time if 

not Now, otherwise 

leave as defaulted. 

Schedule Report 
Details modal 
displays, Run 
frequency is 

defaulted to ‘Once’ 
and schedule to 

‘Now’

The Reports page 
displays

 Click Save

Specify Run Schedule 

Date From, To and 

Start Time

Select Day of Week or 

Day of Month if 

Weekly or Monthly 

Recurrence is selected 

In modal, select radio 

button beside Recurring 

for Run Frequency

Select applicable 

Recurrence from drop 

list

Do you want

 the report to 

generate on a 

recurring 

schedule?

Yes

No

Go to Page 2 to 

retrieve scheduled 

reports
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Reports: 
Retrieve a Scheduled Report

Page 2

Points to Remember:

• Previously scheduled reports can be retrieved for 60 days. 

• Recurring reports can be ended by entering today’s date in the To Date. 

Privacy: No Disclosure Permitted. 

LHN >

Reporting & Analysis >

 Reports 

Or 

PHIMS landing page 

Reporting ti le 

Click the radio button 

beside the report you   

scheduled

Click View Report 

History to view reports 

you scheduled that are 

complete

Expand the panel for 

the report you 

scheduled 
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The Report 
History modal 

displays list of 

Scheduled Reports 

generated by User

The Report page 

displays
Select radio button 

beside report you want 

to open

Click View Report 

Output

LHN >

Reporting & Analysis >

 Reports 

Or 

PHIMS landing page 

Reporting ti le 

Click the radio button 

beside the report you 

scheduled

Click View Report 

Status to view reports 

you scheduled 

(pending)

Expand the panel for 

the report you 

scheduled 

The Report 
Status page 

displays

The Reports page 

displays

Reports you’ve 

scheduled are listed in 

the “Scheduled by User” 

section. Select the radio 

button beside the report 

you want to review

Click Update

Retrieve a completed report

Review previously scheduled reports

Update the To Date if 

needed

‘Scheduled Instance 
successfully 

updated’ message 

displays

The Schedule 
Report Details 
modal displaysClick Return

Click OK to open the 

report

The Report 

Output displays 

Click Save
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