
 

 

Changing an existing Updated Fields Export to be sent via SFTP 

 

1. Contact your Account Manager or Application Support and tell them that you would like to start receiving exports 

via SFTP (secure FTP).  An SFTP folder will be created for you on our secure server (if you are not already 

importing data via SFTP) and SFTP exports enabled across your community. Login information to access your 

SFTP folder will be provided. 

2. Once you have received your login information you can then change your existing Updated Fields Export.  Log in 

to the community and click on Forms 

3. Click on Scheduled Reports and select the report you want sent via SFTP. 

4. Click on the envelope icon that says Edit Email when you hover over it. 

5. Client on Set File Retrieval via Secure FTP at the bottom of the page. 

 



 

 

6. If you would like to select additional email addresses to receive the notification, you can enter those additional 

email addresses here. When you are done click on Save Email notification. 

 
 

Accessing your Export File(s) 

 

7. The export file(s) will be located in the folder called Scheduled_Exports 

 This folder is created after the export report runs for the first time 
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