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1.0  Description  
The Report Subscription enhancement in CSI allows Southern Star’s customers to schedule a selected 
number of CSI reports (with their saved parameters) to be automatically generated and either emailed to 
the customer’s email inbox or sent to a file transfer protocol (“FTP”) location. From the list of available 
reports, the customer controls which reports they want generated, enters the applicable parameters, and 
controls the frequency the report is generated and where the report is delivered. The same report can be 
scheduled multiple times using different parameter options.  
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2.0  Access & Security  
The Report Subscription screens are available to any user with a valid CSI account.  The available reports 
for users to schedule are based on the user’s role in CSI and the user’s security with the selected 
company/customer.  

The Report Subscription screens are accessed from the Profile section of the Customer Activities menu 
within CSI.  The link to Report Subscription is listed under the Profile link as follows:  

  Profile  
    My Profile  
    Password  
    Report Subscription  

3.0  Subscribing to CSI Reports  
  

Under Customer Activities website in CSI click on “Profile” then click on “Report Subscriptions.”  Selecting 
RETRIEVE will return any existing subscriptions.   

For a new subscription, select CREATE 

 

 

 

 

 

 

 



Report Subscription  Page 3  
  

 

Upon selecting CREATE, the page will display several data points for you to complete.  These prompts 
will gather information related to the report you wish to subscribe to, it’s associated communication 
method and specific report paraments.  As you complete the form, other fields will appear when further 
information is needed.  The Report section will contain a drop down for report selection.  

 

 

Once all parameters are set, select SUBMIT 

 

                                             .   
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4.0  Additional Reports  
  

Additional CSI reports can be made available for Report Subscription based on customer demand.   
Please contact us at ssccontractadministration@southernstar.com.    
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