
 

 
Campus Community 
STAFF - http://www.sonoma.edu/cms/documentation/ 
Last Update: 1/26/09 

PeopleSoft Student Administration 8.9
 

Scheduling One-Time and Recurring 
Processes 

 
  
 

NEED ADDITIONAL INFORMATION? 
 

For further questions on this process please go to the CMS webpage at 
http://www.sonoma.edu/cms/contact.shtml to locate the  

CAMPUS COMMUNITY FUNCTIONAL LEAD  
under Student Administration. 

OBJECTIVE: Provide an overview on how to 
schedule processes for future runs and retrieve 
their output. 
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Lesson 1: Scheduling a Process 
 
Introduction: Many day-to-day processes can be scheduled for future runs, including 
off business hours, allowing for more efficient use of time and system resources.  In 
addition to scheduling a single instance of a process to run, you can also schedule 
processes to have a future recurring schedule.   The table below explains how to 
schedule processes.   

Scheduling a Process   
 
Step Action Screenshot 

 
1 

 
Click Run on the Run 
Control screen of the 
process you are 
scheduling. 

 

 

 
 

 
2 

 
This takes you to the 
process scheduler 
request screen for the 
process you wish to 
schedule for a future 
time. 

 

 
 

Continued on the next page…
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3 Enter the date for the 

process to run into 
the Run Date field.  
 
NOTE: If your 
process will be 
recurring enter the 
first date the process 
should run.  

 
4 

 
If Then 

The process will be run multiple 
times and can be scheduled ahead 
of time… 

Go to step 5. 

The process will be run a single 
time and can be scheduled ahead 
of time… 

Go to step 6. 

The process will be run a single 
time and must be run 
immediately… 

Continue to run the process as you 
would normally. 

 
 

 
5 

 
Select the appropriate 
recurrence from the 
Recurrence drop 
down menu. 
 
 
Skip to step 6. 
 
 
   

 

 

Continued on the next page…
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6 
 
Enter the time the 
process should run in 
the Run Time field. 
 
NOTE: Selection of a 
recurrence will default 
the Run Time to the 
specified recurrence. 

 

 
 

 
7 

 
Click on the Ok 
button.   
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Lesson 2: Retrieving a Report via Report Manager 
 
Navigation: Reporting Tools > Report Manager 
 
Introduction: Once report processes are scheduled, it is necessary to navigate to the 
Report Manager to retrieve output.  The Report Manager will organize processes by 
User ID so it isn’t necessary to remember a specific run control ID.  If the output is 
something other than reports, continue to Lesson 3.  The table below will explain the 
process to access the process monitor or report manager.   

Retrieving a Report via Report Manager 
 
Step Action Screenshot 

 
1 

 
Navigate to Reporting 
Tools> Report Manager 
 
NOTE:  Make sure the 
screen is on the 
Administration tab.   

 

 
 

2 
 
Enter the appropriate 
number in the Last box to 
display reports created 
using your specific user id 
during a specified time 
period.   
 
NOTE:  Most processes 
and reports are only 
maintained for 7 days after 
their generation  

 

 

Continued on the next page…
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3 
 
To view a specific report 
click on the blue underlined 
Description link. 

 

 
 

4 
 
To view additional details, 
such as a trace file or 
message log, click on the 
blue underlined Details link. 
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Lesson 3: Retrieving Process Output via Process 
Monitor 

 
Navigation: PeopleTools > Process Scheduler > Process Monitor 
 
Introduction: Once processes are scheduled, it is necessary to navigate to the Process 
Monitor to retrieve output.  The Process Monitor will organize processes by User ID so 
it isn’t necessary to remember a specific run control ID.  The table below will explain 
the process to access the process monitor or report manager.   

Retrieving Output via Process Monitor 
 
Step Action Screenshot 

 
1 

 
Navigate to PeopleTools > 
Process Scheduler 
>Process Monitor.   

 

 
 

2 
 
Enter the appropriate 
number in the Last box to 
display reports created 
using your specific 
Peoplesoft  user id during 
the specified time period  
NOTE:  Most processes 
and reports are only 
maintained for 7 days after 
their generation 
 

 

Continued on the next page…
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3 
 
To view output for a 
specific process click on 
the blue underlined 
Details button. 

 

 
 

4 
 
Click on any of the blue 
underlined links to view 
the associated 
information.  

 

 
 

 


