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Scheduling Reports Using Report Caster
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Section 1: Scheduling Published Reports to be delivered via Email
1. Open a published report as normal.

2. Onthe dashboard, enter your selections as normal. Before scheduling the report, run the report once

to ensure your selections are returning the expected data. Click the “Schedule” button instead of the
“Run” button.
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3. You can rename the report to your preferred file name by changing the name in the “Save Report As”
box.

Task: WebFOCUS Report

— Scheduling Object: WebFOCUS Report

Path: /WIFC [RepositoryFinance_DomainFEX
Procedure: FOROLDS_finandal_operating_ledger. fex
Server Name: EDASERVE
Execution ID: fsmbi -
Alert...
~ Report Properti...
|l i

[ Cverride the Format Specified in the Procedu
POF - Adobe POF (%.pdf) -
Save Report As: FOROLDS_finandal_operating_ledger . pdf




4. Click Distribution at the top of the screen.
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5. Enter the recipient’s email(s) in the “To:” box. Leave the From and Reply Address as the default
(wfhtmail@unm.edu) as the Report Caster will fail to deliver the report if you change this to your email
address. You can change the email’s subject line by modifying the “Subject:” box.

Note: If you are scheduling a report for anyone other than yourself, it is recommended to provide your
contact information in the ‘Email Information’ section as the recipient will receive the email from
“MyReports Email” and not your email address. E.g format: “Please do not reply to this message, as this
is an automated email and cannot receive any replies. Feel free to contact me directly at
[email@unm.edu] or [phone number] with any questions you may have.”
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Distribution: Email

Email Address(s) -

fsm@unm.edu

whhtmail@unm.edu

Reply Address: wihtmail@unm.edu

FOROLDS - Operating Ledger Detail and Summary

end the report as inline message

end all reports as attachments [ Please do not reply to this message, as this is
 automated email and cannot receive any
 replies. Feel free to contact me directly at

E [email@unm.edu] or [phone number] with any
 questions you may have |

6. Click the appropriate radio button to send the report as an attachment or within the body of the email

(as an inline message).

7. Click the Recurrence option at the top of the screen.
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10.

11.

Click a radio button on the left side to choose how frequently you want the schedule to run.
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Schedule

Save &Close | Delete Properties | Recurrence | Task Distribution = Motification = Log Reports D‘, Pre/Post-RPC || Email Server

Actions Show Options

~ Settings
m The time zone for the Start Time, End Time and Untl Time is Mountain Standard Time {(GMT-0600) .
ETLE Start: Wednesday, March 18, 2015 - 10: 15 AM
© Hourly End: Thursday, December 31, 2098 - 11: 53PM
() Daily

() Weekly
(7) Monthly

() Yearly

() Custom

After selecting a frequency (e.g. Monthly), choose the start and end dates for your report. You can use
the drop-down buttons to find a date, or you can type over the dates. Complete all options for your

scheduled frequency.

— Settings
() Run Once The time zone for the Start Time, End Time and Until Time is Mountain Standard Time {GMT-0600) .
T Start: Friday, April 10, 2015 hd 7: 30 AM
© Hourly End: Thursdav, December 10, 2015 - 11: 59 PM
() Daily
°) Weekly Every 1 = month(s) on:
(@ Monthly () The | first w || Monday | of the month(s)
) Yearly @ Day(s) 7 =ls 7
Elet 8 12 13 | 14
15 1g (| 20 || 21
22|23 |24 |25 26 || 27 |28
29 30 31 LastDay of Month

Click the Notification option at the top of the screen.
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Enter your email address in the “Reply Address” box and the “Brief Message To” box. For more detail,
enter your email in the “Full Message To” box. Enter text for the email’s subject line in the Subject:
field; a subject line must be entered as the Report Caster will fail to deliver the notification if you leave
the subject blank.



~ Motification Email

Motification Type: On Error -
Reply Address: fsm@unm.edu

Subject: FOROLDS error

Brief Message To: fsm@unm.edy

Full Message To:

12. The default notification is “On Error” and will only send you a notification if your report fails to run.
Change this to “Always” if you would like to receive a notification regardless of whether the report fails
or runs successfully. Itis not recommended to change this to “Never”, which will not send you an error
notification.

13. Select Save & Close in the top left once you are finished.
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14. On the save dialog screen, be sure that your My Content folder is selected. Give the schedule a
meaningful name and click “Save” to set up the job.

3 Save As - IBFS:/WFC/Re
&

i (€] |ECunterilp Finance » My Content '

|4 My Content Title Size | Type Last Madified Name Sh

FGRELDS naren 052315 0.00 KB CasterScheduk Saturday, May 23, 20: FGRGLDS_naren_052

1~ H Content FMRFAQR_Finance_Approval_Queue 0.00 KB CasterSchedule Thursday, May 30, 20 FMRFAQR_Finance_#y
i ~ | Finape= FNRIFOP - 05302013 - fsmbi 0.00 KB CasterScheduk Thursday, May 30, 20 FNRIFOP_05302013_
| FNRPCRD - naren 052315 0.00 KB CasterSchedule Saturday, May 23, 20: FNRPCRD_naren_052.
SeEETTEn FNRPCRD - naren 052615 0.00 KB CasterScheduk Tuesday, May 26, 201 FNRPCRD_naren_0521

i » [ F Al Campus Reports FNRSLBE naren 052315 0.00 KB CasterScheduk Saturday, May 23, 20: FNRSLBE_naren_052:
1 » [ F Core Office Reports FORSABL_Naren_05232015 0.00 KB CasterScheduk Saturday, May 23, 20: FORSABL_Naren 052

¥ | F Guided Ad Hoc
# | ) F H5C Reports
3 » [ Fupload Data

< > < >
: | FOROLDS - Monthly Test x ule (*.sch)

e

Click here to return to the top of this document.

Section 2: Scheduling InfoAssist Reports to be delivered via Email
1. Right-click your InfoAssist report.

2. Select Schedule - Email from the pop-up menu.
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3. To change the report output format, click the “Override the Format Specified in the Procedure”

checkbox and choose a format from the dropdown. You can also rename the report file by changing

the name in the “Save Report As” box.

Task: WebFOCUS Report

| n Scheduling Object: WebFOCUS Report |

Path: |,|'WFC;’REpcsimry,’F\nancE_Dcmainvasmbi
Procedure: |For_Test_Contrads_Expiring_wiﬁ1in_90_Days.fex
Server Name: [Epasenve
Execution ID: | fsmbi !
': Alert... \‘
mn Report Properti...
[~ Burst R
[~ Override the Format Spedified in the Procedu.. R
| HTML - Web Page (~him, = htmi)
Save Report As: Etonh-ads_Expiring_wiﬁ'lin_QU_Days

4. Click Distribution at the top of the screen.
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Enter the recipient’s email(s) in the “To:” box. Leave the From and Reply Address as the default

(wfhtmail@unm.edu) as the Report Caster will fail to deliver the report if you change this to your email
address. You can change the email’s subject line by modifying the “Subject:” box.

Note: If you are scheduling a report for anyone other than yourself, it is recommended to provide your
contact information in the ‘Email Information’ section as the recipient will receive the email from

“MyReports Email” and not your email address. E.g format: “Please do not reply to this message, as this

is an automated email and cannot receive any replies. Feel free to contact me directly at
[email@unm.edu] or [phone number] with any questions you may have.”


mailto:wfhtmail@unm.edu

: Schedule
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Save & Close  Delete Properties =~ Recurrence Task Distribution

Actions Show
Distribution: Email
Email Address(s) -
fsm@unm.edu
Reply Address: wihtmail@unm.edu
| Subject: FOROLDS - Operating Ledger Detail and Summary
— Email

end the report as inline message
end all reports as attachments

E Please do not reply to this message, as this is
 automated email and cannot receive any
 replies. Feel free to contact me directly at

E [email@unm.edu] or [phone number] with any
[ questions you may have |

Click the appropriate radio button to send the report as an attachment or within the body of the email

(as an inline message).

Click the Recurrence option at the top of the screen.
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Actions

Click a radio button on the left side to choose how frequently you want the schedule to run.
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~ Settings

’ @ Run Once ‘ The time zone for the Start Time, End Time and Untl Time is Mountain Standard Time {(GMT-0600) .

(Il Start: Wednesday, March 18, 2015 - 103 15 AM

() Hourl

- Y End: Thursday, December 31, 2099 hd 11: 59 PM
() Daily
() Weekly
(7) Monthly

() Yearly
() Custom
After selecting a frequency (e.g. Monthly), choose the start and end dates for your report. You can use
the drop-down buttons to find a date, or you can type over the dates. Complete all options for your

scheduled frequency.



— Settings

() Run Once
() Minutes
“) Hourly

) Daily

") Weekly
@ Monthly
() Yearly

(") Custom

The time zone for the Start Time, End Time and Until Time is Mountain Standard Time (GMT-0600) .

Start: Friday, April 10, 2015 - 7i 30 AM
End: Thursday, December 10, 2015 - 11: 59PM
Every 1 * month(s) on:
() The | first || Monday =  of the month(s)
@ Day(s) i 6| 7

13 || 14

15 | 17 || 18 | 19 (|20 (| 21
2223 |24 |25 (26 || 27 |28
30 31 LastDay of Month

10. Click the Notification option at the top of the screen.
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11. Enter your email address in the “Reply Address” box and the “Brief Message To” box. For more detail,
enter your email in the “Full Message To” box. Enter text for the email’s subject line in the Subject:
field; a subject line must be entered as the Report Caster will fail to deliver the notification if you leave
the subject blank.

M Naotification Email
Notification Type: | on Error .
Reply Address: |fs‘n@unm.edu
Subject: |Err0r running report: contracts expiring in 90 days
Brief Message To: 1fs‘n@unm edul
Full Message To: ’7

12. The default notification is “On Error” and will only send you a notification if your report fails to run.
Change this to “Always” if you would like to receive a notification regardless of whether the report fails
or runs successfully. Itis not recommended to change this to “Never”, which will not send you an error
notification at all.

13. Click Parameters near the top right.
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14. Click on each prompt individually and enter your value in the “Value” box.

MName Description Value Use Default
D TIMESHEET| Timesheeat Org: 5944

w )( pown ) ( mew )( pelete )( Refresh )

M Parameter Properties

Type: Report Defined

MName: |T[I'~‘1ESHEI:—I'_ORGAI‘JIZA'I'IOI‘J |
Description: |T|mesheet Org: |
Value: 2944 .
Default Value: | |

Always Use Default Value Spedified in the Procedure
Data Type: Minimum: Maximum:

15. Once you have entered values for all your prompts, click OK in the bottom right.

16. Select Save & Close in the top left once you are finished.

x % ﬂ - Saq % IParameters

Save & Close / Delete Properties  Recurrence  Task  Distribution Log Reports E} Pre/PostRPC  Email Server

Show Options

17. On the save dialog screen, be sure that your My Content folder is selected. Give the schedule a
meaningful name and click “Save” to set up the job.

G Save A= - 1BFS:/WEC;
(3 [EContent ) Finance » My Gontent » | 4
{8l My Content Title Size | Type Last Modified Name sh

') FGRGLDS naren 052315 0.00 KB CasterSchedul Saturday, May 23, 20: FGRGLDS_paren_052.
FMRFAQR_Finance_Approval_Queue 0.00 KB Casterschedul Thursday, May 30, 20 FMRFAQR_Rinance_aAj
f&3) FNRIFOP - 05302013 - fsmbi 0.00 KB CasterSchedule Thursday, May 30, 20 FNRIFOP_05302013_{
'3 FNRPCRD - naren 052315 0.00 KB CasterSchedul Saturday, May 23, 20. FNRPCRD_naren_052
FNRPCRD - naren 052615 0.00 KB CasterSchedul Tuesday, May 26, 201 FNRPCRD_naren_052/

» [L] F All Campus Reports FNRSLBE naren 052315 0.00 KB CasterSchedulé Saturday, May 23, 20: FNRSLBE_naren_052°
» | .) F Core Office Reports 3] FORSABL_Maren_05232015 0.00 KB CasterSchedul Saturday, May 23, 20 FORSABL_Naren 052
» [ F Guided Ad Hoc
» [ FHSC Reports
» | F Upload Data
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Click here to return to the top of this document.

Section 3: Modifying an InfoAssist Report to use dynamic fiscal period / fiscal year values

If you have developed InfoAssist reports which run for a selected period and year, you will need to modify these
reports to use the dynamic fiscal period and year variables in order to get the most benefit from ReportCaster
on your report.

Adding a Filter for Prior Fiscal Period

1.

Create a new report or open one of your existing reports.

First determine whether you want June to be evaluated as fiscal period 12 or fiscal period 14. This will
determine which global variable you use in your Define.

Create a new Define to dynamically pull in prior fiscal period. Give the Field a meaningful name.
Change the Format to A2.

Enter the following: ‘&&PRIOR_FSPD12_G’ Be sure to include the tick marks. (NOTE> Use
‘&&PRIOR_FSPD14_G’ instead if you want June to be evaluated as fiscal period 14). A full list of the
global variables will be provided at the end of this section.

¥+ Detail Ficld (DEFINE

Field - Prior_FSPD ( Format )|a |
"&&PRIOR_FSPD12_G'

Save the Define.
Create another Define; this second Define is needed to dynamically get the fiscal year for the prior fiscal
period (so that you do not need to update the report when the fiscal year changes). Again, give the
field a meaningful name.

Change the Format to A4.

Enter the following: ‘&&PRIOR_FSPD_FSYR_G’ Be sure to include the tick marks.

Field :Prior_FSPDs_FSYR x {( Format )[as |
"&&PRIOR_FSPD_FSYR_G

10. You will now need to create Advanced Filters for these fields.
11. If you are modifying an existing report, start by deleting your existing fiscal year and fiscal period filters.
12. On the Data tab, select Advanced Filter.



Calculation Join Filter Display Data Source

"\ Insert Before | ‘Insert After

= JF WHERE
INDEX_CODE Like character mask 594%

14. Click the <Field> drop-down. Scroll to the FISCAL_YEAR field in your table.

_‘; Create a ering condition ]
'\ 'New Filter ' 'Mew Expression | ' InsertBefore \ Insert After
= F WHERE

INDEX_CODE Like character mask 594%

You can sort the fields by clicking
this center view option, then

clicking Name on the new screen.

P OPERATING_LEDGER_DETAIL_CUNM
= 4@ Dimensions

B DOCUMENT

B DOCUMENT_TYPE

B DOCUMENT_TYPE_DESC

4]

-

FIELD_CODE v

ninE RRAerCe

< >

- 0K () Cancel 0K = Cancel

15. After selecting fiscal year, click OK.
16. Click <Value>.
ECreate a filtering condition

.r Mew Filter .w Mew Expression | ’ Insert Before \! Insert After | !

X| D |« |
= ¥ WHERE
INDEX_CODE Egqual to Simple Parameter (Name: INDEX_CODE)
= JF wHEre
IFISCAL_YEAR v | Equal to <Value>

17. Select Field from the Type drop-down menu.



New Expression Insert Before

= F WHERE

INDEX_CODE Like character mask 504%

= JJ WHERE _
=

FISCAL_YEAR Equal to

Type: | Constant
Constant
Valueg ter

JE Get Values~

—— °

0K (8 Cancel
18. Locate the field you defined for fiscal year. It should be near the bottom, right above the

Measures/Properties.
19. Once you've selected it, hit OK.
20. Your screen should now resemble the below. Note that you can change the “Equal to” by clicking it and

selecting a different comparison (e.g. Less Than).

Insert Before

= F WHERE
INDEX_CODE Like character mask 594%
= J WHERE
FISCAL_YEAR Egual to éPrinr_FSF'Ds_FSYR‘

21. Follow the same process to create a filter for the prior fiscal period. Your screen should now resemble
the below (you may see additional filters depending on how your report was set up). Note that you
need both the FISCAL_YEAR and FISCAL_PERIOD filters in order for this to function properly.



= J WHERE
- J WHERE

= J WHERE
FISCAL_PERL...

INDEX_CODE Like character mask 594%

FISCAL_YEAR Equazl to Prior_FSPDs_FSYR

22. It is recommended to display fiscal year and fiscal period the first time you run the report so that you
are able to verify that the report is pulling information correctly. If everything has been set up
properly, you will no longer need to update the parameters for prior period and fiscal year; the report

will automatically grab information for the prior period each time it is run.

List of Global Variables that you can use in your reports. Be sure to always include ticks when using these!

on the current fiscal period. You
must have a separate define for

Variable Name Use in your Define When... Format | Advanced Filter:
Compare to...

&&PRIOR_FSPD12_G You want your report to run based A2 Fiscal Period field in
on the prior fiscal period. You the table — normally
want June to be defined as fiscal called FISCAL_PERIOD
period 12.

&&PRIOR_FSPD14 G You want your report to run based A2 Fiscal Period field in
on the prior fiscal period. You the table — normally
want June to be defined as fiscal called FISCAL_PERIOD
period 14.

&&PRIOR_FSPD_FSYR_G | You want your report to run based A4 Fiscal Year field in the
on the prior fiscal period. You table — normally called
must have a separate define for FISCAL_YEAR
this variable in order for your
report to automatically update for
fiscal year changes.

&&CURR_FSPD12 G You want your report to run based A2 Fiscal Period field in
on the current fiscal period. You the table — normally
want June to be defined as fiscal called FISCAL_PERIOD
period 12.

&&CURR_FSPD14_G You want your report to run based A2 Fiscal Period field in
on the current fiscal period. You the table —normally
want June to be defined as fiscal called FISCAL_PERIOD
period 14.

&&CURR_FSPD_FSYR_G You want your report to run based A4 Fiscal Year field in the

table — normally called
FISCAL_YEAR




this variable in order for your
report to automatically update for
fiscal year changes.

on the current fiscal period and
also have a filter for calendar year.
You must have a separate define
for this variable (instead of the
&&CURR_FSPD_FSYR_G) in order
for your report to automatically
update for calendar year changes.

&&PRIOR_CALYR_G You want your report to run based A4 Calendar Year field in
on the prior calendar year. This the table — normally
will determine the prior calendar called
year based on today’s date, so you CALENDAR_YEAR
should only use this if pulling data
for a full calendar year.

&&CURR_CALYR_G You want your report to run based A4 Calendar Year field in
on the current calendar year. This the table — normally
will determine the current calendar called
year based on today’s date, so you CALENDAR_YEAR
should only use this if pulling data
for a full calendar year.

&&PRIOR_FSYR_G You want your report to run based A4 Fiscal Year field in the
on the prior fiscal year. This will table — normally called
determine the prior fiscal year FISCAL YEAR
based on today’s date, so you
should only use this if pulling data
for a full fiscal year.

&&CURR_FSYR_G You want your report to run based A4 Fiscal Year field in the
on the current fiscal year. This will table —normally called
determine the current fiscal year FISCAL YEAR
based on today’s date, so you
should only use this if pulling data
for a full fiscal year.

&&PRIOR_FSPD_CALYR_G | You want your report to run based A4 Calendar Year field in
on the prior fiscal period and also the table — normally
have a filter for calendar year. You called
must have a separate define for CALENDAR_YEAR
this variable (instead of the
&&PRIOR_FSPD_FSYR_G) in order
for your report to automatically
update for calendar year changes.

&&CURR_FSPD_CALYR_G | You want your report to run based Ad Calendar Year field in

the table — normally
called
CALENDAR_YEAR

Click here to return to the top of this document.

Section 4: Troubleshooting




Issue

Resolution

The recipient

Please see “Viewing the schedule log” under “How can | tell whether a scheduled

did not report was delivered to the intended recipient”. If the log indicates that the report

receive the was delivered successfully, ask the recipient to verify that you are on their Safe

scheduled Senders list and have them check their Junk Mail folder. You can also re-run the

report. schedule at any time by right-clicking it and selecting Run. This should deliver a new
copy of the report to them.

How can I tell | There are several options for handling this. You may view the log view, include

whether a your own email address on the distribution so that you receive a copy at the same

scheduled time as the intended recipient, or set up a notification. You will need to determine

report was what works best for your needs.

delivered to

the intended | Viewing the schedule log (recommended):

recipient? 1. Right-click the schedule and select View Log.

e - e

R._Example

@Test Report Caste| T
F&i] Test Rpt Caster F(
» | i Shared Content

[ L.J F All Campus Reparts
[ uF Core Office Reports |
» [F Guided Ad Hoc

2. Leave the option as “Last Executed” and click OK.
3. Scroll all the way to the bottom of the log file.
4. Near the bottom, you should see a message indicating whether the report
was distributed.
Connection to the Reporting Server EDASERVE closed at 2015-04-09 15:15:0°
Job ran on the Reporting Server EDASERVE for 2.736 seconds
_Task finished.
FOROLDS_financial operating ledger.pdf distributed to cmattos@unm.edu
Job finished at 2015-04-09 15:15:09.159-0600 (],428,614,109,]59-)
Job time on distribution server after the report completed was 0.063 seconds
Total running time was 8.138 seconds
Total elapsed time (including the queue time) was 8.138 seconds

Setting up a notification:

When setting up a schedule, follow the below steps to set up a notification:




1. Click the Notification icon.

2. Select a Notification Type from the drop-down menu. Choose “On Error” to
be notified only if the report does not process correctly; choose “Always” to

be notified whether the report is successful or not.
Notification Email

Motification Type: MNever -

Mever I
Subject: On Erraor

|
3. Enter your email address in “Reply Address:”. Depending on how much

detail you want in the notification message, enter your email address in
“Brief Message To:” or “Full Message To:” — or both.

4. Enter text for the email’s subject line in the Subject: field; a subject line
must be entered as the Report Caster will fail to deliver the notification if
you leave the subject blank.

5. Complete setting up the report schedule as normal.

If you are modifying an existing schedule, follow the below steps:

1. Right-click the report schedule and select Edit.

2. Click the Notification icon.

3. Select a Notification Type from the drop-down menu. Choose “On Error” to
be notified only if the report does not process correctly; choose “Always” to

be notified whether the report is successful or not.
Notification Email

Motification Type: MNever -

Mever I
Subject: On Errar

|
4. Enter your email address in “Reply Address:”. Depending on how much

detail you want in the notification message, enter your email address in
“Brief Message To:” or “Full Message To:” — or both.

5. Enter text for the email’s subject line in the Subject: field; a subject line
must be entered as the Report Caster will fail to deliver the notification if
you leave the subject blank.

6. Click Save & Close.

Isetupa
notification
on my email
Report
Schedule but |
don’t
understand
the email |
received.

If you elected to receive a brief message, look at the Job Description at the end of
the line.

52 Reply [ Reply All £, Forward
Tue 3/17/2015 12:00 PM
cmattos@unm.edu
Email test FNRLDST

To Christie Herman
) We removed extra line breaks from this message.

Schedule ID: S672[)738454115543815aZBanZCdbd?ZCEEl{JOb Description: 03132015 FNRLDST test RC email 8009 Completed successfully

If you elected to receive a full message, scroll to the bottom of the email and look
for text saying whether the file was distributed.




BTP1020 0HOLDING PDF FILE ON PCDISK ...
BTP1020 Connection to the Reporting Server EDASERVE closed at 2015-03-17 12:00:11.623-0600 { 1,426,615,211,623)

EIDID obranonche fennning fever ERASENE T Ladssesnres

BTP1020 Task finished.

BTP1010 FNRLDST_Labor_Distribution_Driver.pdf distributed to cmattos@unm.edu
i Hatatt [1 422 212 2911 Jo0)

BTP1010 Job time on distribution server after the report completed was 0.082 seconds

BTP1010 Total running time was 10.669 seconds

BTP1010 Total elapsed time (including the gueue time) was 10.66% seconds

| don’t need
to receive my
report any
longer; how

You can permanently delete the report schedule by right-clicking the report
schedule and selecting Delete.
MyReports

myreports.unm.edu

doleancel |
the | Finance =
- ﬁMy Content
schedule?. =) omorsest
0206 15test-fromRO E
03132015 FNRLDST test RC email 8009
FOROLDS - Monthly Test
Department Main
and Summary
nd Summary
lances in General Ledger
£ Inquiry Report
fus Report
ookup
v bre ﬁ"nﬂhnn'" | . i
If you just want to prevent the schedule from running (but don’t want to
permanently delete it), follow the below steps.
1. Right-click the report schedule and select Edit.
2. Click the Recurrences icon.
3. Double-click the option in the table.
4. Change the end date to reflect yesterday’s date.
—|Seth'ngs
(") Run Once The time zone for the Start Time, End Time and Until Time is Mountain Standard Time (GMT-06800) .
) Minutes Start: | Tuesday, March 10, 2015 . | 7t 30 AM .
ey End: * Tuesday, March 17, 2015| ' | 11: 59PM .
() Daily
©) Weekly Every month(s) on:
@ Monthly ©) The | first .| Monday . of the month(s) |
S LI 6'00 0600
() Custom
%%
()2
| want to If you need to change the parameters on your schedule, delete the existing
change the schedule (see above) and create a new schedule for the report.
values

(parameters)




on the
schedule.

Is there a way
to
automatically

1. From within the schedule, click the Properties icon.
2. Check the box next to “Delete this schedule if it is not scheduled to run
again.”
WX & ™ E e e &

" Parameters @

delete the || = =
Save &Close | Delete Properties | Recurrence | Task | Distrbution = Notification  Log Reports i}y PrePostRPC | Library Notification
schedule Actons Shaw Optons
Title: FOROLDS - Operating Ledger Detail and Summary
When I no Path: MIFC Repository Finance_DomainFEX
Summary:
longer need ’
it?
Job Priority Level: Hormal - 3 -
Delete this schedule if it is not scheduled to run again.
| need my The monthly close process is generally scheduled for the third business day of the
reportto run | month, which means that data on the reports should be up to date on the fourth
after each business day of the month. You can set up a custom schedule to reflect this.
month’s , . .
| H Please be aware that if there are any delays with the month-end close, FSM will
close. How

can | schedule
this?

send a communication and you will need to re-run your scheduled report after the
month has been closed.

How can | set
up a schedule
to email the
report to
multiple
people?

When creating the schedule, separate email addresses with a semicolon or a
comma.

I scheduled a
report to run
during the
night, but
didn’t receive
it until 7:00
AM.

Report scheduling is turned off from 7:00 PM —7:00 AM while the data is being
refreshed from Banner to the ODS reporting database. It is not recommended to
schedule reports during this period while the nightly data refresh processes are
running.

Click here to return to the top of this document.




