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Automatic report sending: Overview

We now have a new feature in ICP called REPORT SENDING. This is a free service available within the Marketplace.

It allows users to select the reports they wish to receive via email.

Please consider the following:

Reports will be sent on the first day of each month.

Reports will be sent to all email addresses specified in the recipients' field.

Reports will be generated for the last closed billing cycle (previous month).

Reports will not be sent if none of the reseller’s users have a valid and updated password or the ability to

generate the selected reports.
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Automatic report sending: Steps to follow

First, click on the reseller account.



Automatic report sending: Steps to follow

Click on the NEW SERVICE option located in the bottom bar.



Automatic report sending: Steps to follow

Search for the service called REPORT SENDING (it must already be added to the Marketplace) using the
Search option or by browsing through the list.



Automatic report sending: Steps to follow

Once you've found the service, select it and click NEXT



Automatic report sending: Steps to follow

If you haven't already, accept the terms and conditions, then click NEXT.



Automatic report sending: Steps to follow

Enter the required information in the next window.



Automatic report sending: Steps to follow

In the first field, RECIPIENTS, enter the email addresses of the people who will receive the reports.
Separate multiple email addresses with commas.



Automatic report sending: Steps to follow

In the next field, INVOICE AGGREGATION REPORT, select the checkbox if you need to receive this report.

The invoice aggregation report provides information on all the transactions made during the month, and it 
is the report Intcomex uses to bill each reseller.



Automatic report sending: Steps to follow

In the next field, PRIVATE CATALOG INVOICE AGGREGATION REPORT, select the checkbox if you need to
receive this report.

The private catalog invoice aggregation report provides the same information as the invoice aggregation 
report, but only for the services from the private catalog.



Automatic report sending: Steps to follow

In the next field, RENEWAL OVERVIEW REPORT, select the RENEWAL OVERVIEW checkbox if you need to
receive this report.

The renewal overview report provides information on NCE subscription renewals. If you select INCLUDE 
ALL, it will generate a renewal report for all services.



Automatic report sending: Steps to follow

In the next field, TECHNICAL DETAILS, select the checkbox if you want to be notified when the provisioning 
of the REPORT SENDING service is complete.



Automatic report sending: Steps to follow

Leave the BILLING field blank, as this is a free service.



Automatic report sending: Steps to follow

After entering all the required information, click NEXT.



Automatic report sending: Steps to follow

Once it's created, the product will appear under the reseller.
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