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Generating a Calendar from the
Reports Section

This calendar provides Daily, Weekly, and Monthly versions. Simply set the proper
date range to determine which version you get. If you cannot find this report you can
contact support to request it be activated.

1 Click Statistics

https://scribehow.com/workspace#dashboard
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2 Click Reports

3 Choose the Calendar report.
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4 For a Monthly Calendar, choose the date range of the month you would like to
generate and click View Report.

5 Click the Print Icon to print the calendar.
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6 For the Weekly Calendar, choose the date range for the week you would like to
generate and click View Report.

7 Click the Print Icon to print the calendar.
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8 For the Daily Calendar choose the same date in both boxes and click View Report.

9 Click the Print Icon to print the calendar.


