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How to send a Scheduled Report to a Microsoft Teams Channel 
This document provides instructions for configuring a scheduled report to display in a Microsoft 
Teams Channel. 

The instructions have been divided into two parts: 

1. Find the email address associated with the Microsoft Teams Channel. 

2. Configure a scheduled report to be displayed in the Microsoft Teams Channel. 
 
 
Part 1: How to find the email address associated with your Microsoft Teams channel 

 

1. Open the channel you wish to use for reports in your Microsoft Teams client. 

2. Click the Ellipses button to open the Options menu. 
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3. Select Get email address and save the address displayed. You will use this in Part 2. 

 
4. Click on advanced settings and ensure the email is set to “Anyone can send emails to this address”. 
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Next, you will use the iceReporting tool to configure your scheduled report. 

 



How To: Documentation         Page 4 
How to Send a Scheduled Report to a MS Teams Channel 
  

 
 
Computer Talk Technology Inc.    Contact Technical Support 
CONFIDENTIAL INFORMATION   Toll Free: 1-800-563-4822 
  Email: en-support@computer-talk.com 

 
 
 

Part 2: How to configure a Scheduled Report to be displayed in a Microsoft Teams 
Channel 
 

The steps for creating a scheduled report remain the same.  

1. In the iceReporting tool, select the report you would like to schedule. 

2. Modify the report parameters for your selected report if necessary, and click the Schedule 
button. The ‘scheduling’ dialog box will open. 

3. Enter the email address of the Teams Channel in the Email Distribution To: field.  

 

4. Complete the remaining fields. 
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When the schedule conditions are met, the following will be displayed in the Microsoft Teams 
channel: 
 

 
 
You can schedule multiple reports to be sent to the same channel. 
 
For more information on how to schedule a report, please refer to Chapter 3 of the iceReporting User 
Manual. 
 
 


