o HAWA ot

SCHEDULE QUERY PROCESS
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CHANGE LOG

Description of Change Date

Initial Iteration April 7, 2025
Updated guide to new format and inserted alternate text to images to adhere to October 7, 2025
digital accessibility standards.

OVERVIEW

Scheduling queries in HIP can be helpful when needing to get query results for a data set that may be too
large, or for queries that you need to get results for on a cyclical basis.

The most popular query results are either “XLS” or “PDF” format. As of current, results can either be shown
on the “Web” (HIP) or emailed to you. Note that it may be subject to change in the future.

NAVIGATION

Main Menu> Reporting Tools> Query> Schedule Queries

SCHEDULING QUERIES

Page will default to the screenshot below.
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Schedule Query

Find an Existing Value

@ Add a New Value

Vv Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

&) Recent Searches ‘ Choose from recent searches V‘ /

[1 saved Searches

Choose from saved searches V‘ /

Search by: ‘ Run Control ID V‘ begins with ‘ ‘

v Show more options

1. Click the “Add a New Value” tab to create a new Run Control ID. Give it a meaningful name,

something relevant to the process you are running and click the “Add” button.

Note: Run Control ID does not allow spaces. If you need to separate, you can use underscores as shown
below.

Schedule Query

Add a New Value

Q Find an Existing Value

*Run Control ID |New_Run_Control |

2. Enter the name of the query to be scheduled and click the “Search” button. In this example, the
HIP_TL_LV_BAL_BY_EE query is used as that is a common query that leave keepers would have to
schedule to get results.

Schedule Query

Run Control ID  New Run_Control Report Manager  Process Monitor Run

Query Name HIP_TL_LV_BAL BY_EE Search

*Description ‘
[ Add H Update/Display

3. On the next screen, click the link containing the query name to be scheduled.
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Scheduled Query Search Page X
Help
*Query Type: [ Queries V]
Query: HIP_TL LV _BAL BY_EE |
Query
‘E@ E‘ | ViewAll

HIP_TL LV BAL BY EE Leave Balances at Month End Public

4. If there are prompts on the query, the next window will indicate to enter information for those

prompts.
X
Help
HIP_TL_LV_BAL_BY _EE
*Date Q
OK H Cancel ‘
5. Click “Run”.
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Run Control ID New_Run_Control Report Manager Process Monitor Run

Schedule Query

Query Name |HIP_TL_LV_BAL BY EE | { Search

*Description |Leave Balances at Month End |

Update Parameters

Prompt Name Value
THE_DATE 2025-08-31 v
4 >

{ Add H Update/Display

6. Atthe next screen, select the below options and click the “OK” button.
a. Server Name = PSNT
b. Time Zone = HST
c. *Type=Web
d. *Format=XLS

Process Scheduler Request X
Help
User ID Run Control ID New_Run_Control
Server Name [PSNT ~| Run Date  10/07/2025 =]
Recurrence | v Run Time | 9:37:03AM \ [ Reset to Current Date/Time
Time Zone |FST Q I
Hawaiian Time
Process List
Select Description Process Name Process Type -Type -Format Distribution
PSQUERY PSQUERY Application Engine Web v| | XLS v| Distribution

CHECKING THE QUERY STATUS
1. Click the Process Monitor link to see the status of the scheduled run.

Schedule Query

Run Control ID New_Run_Control Report Manager I Process Monitor | Run

2. Click the Refresh button to see the status of the scheduled run.
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User ID Q Type I v] [Last v] 1 Days ~ I Refresh I

Process List Server List

View Process Requests

Run status Distribution Status O save On Refresh Report Manager

v Process List

@ -1of1 v | View Al

Select  Instance Seq. Run Control ID Process Type Rrocess) User Run Date/Time Run Status Difibution Details Actions
Name Status
921004 New_Run_Control Application Engine PSQUERY 10/07/2025 9:37:03AM HST Processing N/A Details Actions

3. Once the Run Status = Success and Distribution Status = Posted, click on the Report Manager link.

Process List Server List

View Process Requests
User ID E} Type [ VI [ Last vl [ Days vl [ [ Refresh | ]
Server Name :} Instance :] Range
Run Status Distribution Status () Save On Refresh | Report Managerl Reset

v Process List

@ 1-10f1 + | ViewAll

Select | Instance Seq. Run Control ID Process Type Brocess User Run Date/Time Run Status Distritution Details Actions
Name Status
921004 New_Run_Control Application Engine PSQUERY 10/07/2025 9:37:03AM HST | Success Posted | Details v Actions

4. Under the Administration tab, click the link under Description to view the file.

List Explorer Administration Archives

View Reports For

User ID Type | vH Last v.‘ ‘ 1‘ ‘ Days v.‘ [ Refresh
V‘ | V| Instance | ‘ to ‘
Status Folder '
Report List
‘EHO“ -1of1 ~ | View Al
Report Prcs - Request .
Select D P PTG Description Dagelﬁme Format Status Details
Microsoft
871235 921004 Leave Balances at Month End 1910_7@025 Excel Files  Posted Details
9:41:47AM (*XIs)
v
Select All Deselect All
Delete Click the delete button to delete the selected report(s)
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