
AUTOMATED EMAILED REPORTING
HomeTown VBO users can opt into receiving emailed reports by accessing their preferences within 

their user account. 

Box Office permission and higher can toggle to receive Event Audit Reports via email. These users 

will receive an email per event they have permission to with an attached Event Audit. These emails 

will be sent the morning after the event ends.

● Note: These reports are current as of the time they are run (displayed on the audit), refunds 

after the fact could change these original reports. 

District Official permission can toggle to receive batch Payout Reports via email. These users will 

receive an email per payout. These emails will be sent the morning after the day of the payout in the 

payment processor. 

● These users can select which sales accounts (one or more) they would like to receive emails 

for. 

Preferences for other user accounts (in addition to their own) can be edited if a user has access to the 

user account based on their permission. 
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Please refer to the following page for Automated Reporting examples.



EMAILED REPORTING EXAMPLES

EVENT AUDIT PAYOUT REPORT

You will receive an email that includes the Event ID in the subject line and a direct event link within the 
body of the email. Your Event Audit will be attached as a PDF and your Payout Report will be attached 
as a CSV file. 


