
Running the COVID Missing Responses Report 
 
 Once logged into FACTS please select System > Maintenance Manager from the Left Side Menu 

 

 

 

 

 

 

 
Locate the 2nd job “custom/Covid/CovidEntryMissing.cfm” at the top of the list. To Run Job: Select “Run” on 
the second job (Please Note: The Schedule Time is listed as “Disabled”, job will still run) 

 
 

 
 

 

 

 

 

 
When job has completed you will see the following.  An updated email report has been sent to the designated 
staff email addresses.  Select “Back to Main Menu”  
 

 

 

 

 

 

 

 

 

**Please Note:  This report can be run as often as needed throughout the day** 

Select System > 
Maintenance Manager 

Select 
Run 

Locate the 2nd job 
“custom/Covid/CovidEntryMissing.cfm”  

Select “Back to 
Main Menu” 

Report Emailed to the 
Designated Staff Email Addresses 


