
 

I. SCHEDULING THE QUERY FOR THE FIRST TIME 
 

1. Navigate to Main Menu>Reporting Tools>Query>Schedule Queries. 

Page will default to the below screenshot. 

 
2. 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 (one idea for the Run control ID can be the name of the query you’re trying to 

run) and click the “Add” button.  

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

 



 

3. The following page displays. Enter the name of the query to be scheduled and click the “Search” button. 

 
 

4. On the next screen, click the link containing the query name to be scheduled. 

Note: If the query has no prompts, next step will jump to number 6. 

 
 

5. Note: In this case, this query has prompts, so go ahead and enter the prompt and click the “OK” button.  

 
 

 



 

6. The following screen displays, click the “Run” button.  

 
 

7. At the next screen, select the below options and click the “OK” button. 

Server Name = PSNT 

Time Zone = HST 

*Type = Web 

*Format = XLS 

 
 

8. Click the “Process Monitor” link to see the status of the scheduled run.  

 
 

 

 

 

 

 

 



 

9. Click the “Refresh” button to see the status of the scheduled run. 

 
 

10. Once the “Run Status = Success” and “Distribution Status = Posted”, Click on the “Report Manager” link or 

direct menu path: Reporting Tools>Report Manager 

 
 

11. Under the “Administration” tab, click the link under “Description” to view the file. 

 
 

 



 

RE-RUNNING QUERY THROUH THE QUERY SCHEDULER 

 
NOTE: The next time you like to run the same query through the schedule process, you can reuse the same Run 

Control ID you created above, to run the query again.  

 

1. Navigate to Main Menu>Reporting Tools>Query>Schedule Queries and click the “Search” button.  

All the available Run Control IDs created by you “the user” will appear. Select the one associated with the 

specific process you are running by clicking the hyperlink under the “Run Control ID”. 

 
 

2. Next screen will default same as step 6 above, when you run the process for the first time. 

Note: The Run Control saves the parameters from last run, so you will need to update the value(s), in the case 

that prompts exist. In this case you need to update the value for the “THE_DATE” prompt by clicking the 

hyperlink labeled “Update Parameters”. 

 
 

 



 

3. If you choose to update the parameters by clicking the “Update Parameters” link, the following screen will 

display. Select the appropriate value and click the “OK” button. 

 

 
 

4. Click the “Run” button. 

 
 

5. The “Process Scheduler Request” page should have the parameters already saved, but you can update as 

needed. Click the “OK” button. 

 
 

 

 



 

6. Click the “Process Monitor” link to see the status of the scheduled run.  

 
 

7. Click the “Refresh” button to see the status of the scheduled run. 

 
 

8. Once the “Run Status = Success” and “Distribution Status = Posted”, Click on the “Report Manager” link or 

direct menu path: Reporting Tools>Report Manager 

 
 

9. Under the “Administration” tab, click the link under “Description” to view the file. This should prompt you for 

the location where to download the file on your computer. 

 


