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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 
digital accessibility standards. 

October 7, 2025 

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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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.  

 

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. 

 

3. On the next screen, click the link containing the query name to be scheduled. 
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4. If there are prompts on the query, the next window will indicate to enter information for those 

prompts. 

 

5. Click “Run”. 
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6. At the 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 

 

CHECKING THE QUERY STATUS 

1. Click the Process Monitor link to see the status of the scheduled run. 

 

2. Click the Refresh button to see the status of the scheduled run. 
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3. Once the Run Status = Success and Distribution Status = Posted, click on the Report Manager link. 

 

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