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Scheduling One-Time and Recurring
Processes

OBJECTIVE: Provide an overview on how to
schedule processes for future runs and retrieve
their output.

CONTENTS:

LESSON 1 SCHEDULING A PROCESS
LESSON 2: RETRIEVING A REPORT VIA REPORT MANAGER.... PG. 5
LESSON 3: RETRIEVING OUTPUT VIA PROCESS MONITOR

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.
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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
Contl’0| Screen Of the CASHNet eBill XML File Extract
process you are

Run Control ID:

SCh ed u I i n g Report Parameters
" Institution ~ |SOCMFCL Sonoma State University
R LastBiling |10/16i2008
un Date

ALL CHARGES ARE DUE OM RECEIPT. ~

Message -
ALL STUDENTS: Unpaid halances will prevent the student from b

FTP Target iInwalid Yalue) v

XML File Name  [epill dat

B save | QReturnIDSear:hl [Elnaatify | Eracd | FlpdateDisplay

Process Scheduler Request

2 | This takes you to the

User ID: 00651149 Run Control ID: mike
process SChedUIer lSewerName: Run Date: 0111472009 [
req uest Screen for the Recurrence: Run Time: IW Reset to Current DateiTime
. ime Zone: Q
process you wish to T
Select (Description Process Hame Process Type ‘Type *Format. Distribution
SChedUIe for a fUtu re Creale CASHNet eBill SONFN103 SOR Report Distribution

time.

Ok | Cancel

Continued on the next page...
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3 Enter the date for the Process Scheduler Request
process tO run |nt0 User ID: DOBA1148 Run Control ID: mike
: ServerName:  [PSUNX v [RunDate: 01142003 |
the Run Date fleld Recurrence: | Run Time: 1D'ZDam| Reset to Current DatelTime
Time Zone: Q

NOTE: If your st S —

i [escripion ~ |ProcessMame |Process Type Type ‘Format  |Distribution
process will be Create CASHNet el SONFN103 SOR Report [weh  v|[PDF v Distrioution

recurring enter the
first date the process

ShOUld run Ok Cancel

4 If Then
The process will be run multiple Go to step 5.

times and can be scheduled ahead
of time...

The process will be run a single Go to step 6.
time and can be scheduled ahead
of time...

The process will be run a single Continue to run the process as you
time and must be run would normally.

immediately...

Recurrence: EWEEHY- Friday i~ | Run Time:

5 | Select the appropriate et O
" DAILY-00:10AM
recurrence from the Process ist (RS
Select |Description g
Recurrence drop reate CASH DL 01 90 i
down menu. DALY-0600PM

DAILY-0630PM
DAILY-0700PM
DAILY-0730PM
DAILY-0200PM
Ok | Cancel DAILY-0930PM
H DAILY-1000PM
Skip to step 6. DALY- 11307
DAILY-1140PM
DAILY-4:30AM
DAILY-4:458M
DAILY-5:004M

DAILY-5:054M v

Continued on the next page...
3

Campus Community

STAFF - http://www.sonoma.edu/cms/documentation/
Last Updated: 1/26/09



STATE UNIVERSITY

PeopleSoft Student Administration 8.9

6 Enter the time the

Process Scheduler Request

NOTE: Selection of a
recurrence will default
the Run Time to the
specified recurrence.

h Id . User ID: 006511449 Run Control ID: mike

rocess snoulid run in

p . . Server Name: Run Date: 01/14i2009 £

the Run Time field. Recurronce: R oe 10 20am || Resetio CurentDaterime |
Time Zone: Q

Description Process Hame Process Type ‘Type *Format Distribution

Create CASHMet eBill

0K | Cancel

SONFN103 SQR Report

Distribution

7 Click on the Ok

Process Scheduler Request

b tt User ID: 00651148 Run Control ID: mike
Server Name: PSUMNE | Run Date: 0171442009 E
OK | Recurrence: Run Time: 10.20am| Reset to Current DateiTime I
Time Zone: Q

Select |Description Process Hame Process Type ‘Type *Format Digtribution

Create CASHNet eBill

| Ok Cancel

Distribution

SONFN103 SQR Repart
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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

Report List

Administration

'View Reports For

P
Customize | Find | iews Al | =

Report |Prcs P
D e Description Si

Request
Date/Time

Format

First [ 1.3 or 3 (] Last

tatus

User ID: 00651149 Type: Last: |_1 Days b Fefresh I
Status: Folder:| V|' it | to: |

Details

display reports created

Status:

using your specific user id
during a specified time
period.

NOTE: Most processes

L. . O 150839 495838 Create CASHNet eBill U1A4/2008 - Acrobat  pocd Details
101 9:008M ¢ pdf)
Administration tab. T _
F 160682 485521 CSUTF Contract Status Report 1:3337PM = pdf) Posted Cretails
2 Enter the appropnate Explorer. | Administration | Atchives
number in the Last box to View Reports For
User ID: 00651149 Type: | + |Last: | 1] Days vI Refresh |

Folder: | Instance: tor
i First £l 1-30f 3 [ Last

Customize | Fing

Report (Prcs e Request . . -
D Instance Description Date/Time Format  |Status Details

) 01/14/2009  Acrobat ;

160939 485838 Create CASHMet eBill 1019008M ¢ pelf) Posted  Details
01/13/2009  Acrobat ;

160682 495521 CSUTF Contract Status Report 1:33:37FM * pelf Posted  Details

and reports are only
maintained for 7 days after
their generation
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3 TO V| eW a S p e C |f| C re po rt i Explorer Administration

i i
click on the blue underlined | |8 e e | St 1 Dae v rereer |
DeSCI'Iptlon Ilnk Status: | V| Fulder:l V|Inslance:| to: |

D1.l’1 452009 Acrobat

] 160839 485838| Create CASHMet eBill 10:19:008M  (*.pdh

Posted  Details

I 150682 495521 CSU TF Contract Status Report 1”13”3353%9 ?f_;%%at Posted  Details
4 To V|eW addltlonal deta”s’ is Explorer Administration chives
i gviewRepotsfor |
such as a trace flle or beorm: o5t | el e [ 1w S Refsh |
message log, click on the Status: | %] Folder 3 instance: | fo: |

blue underlined Details link.

0101452009  Acrobat
[F] 1508359 495838 Create CASHRKet eBill 1019008M (- pdf) Fosted Detans

01132009 Acrobat

CEUTF Contract Status Report =0
F 150682 495521 CSUTF Contract Status Report 1-33:37PM )

Posted  Details
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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.

Server: | PSUM: *~ | Name: <L Instance: to
Run Distibution lsave on Retrosn
Status: Status
Select Instance (Seq. Process Type = =
495838 SQR Repont SOMNFM103 00651149 01/14/2009 10:20:004M PST  Success Posted Details
485521 SQR Report CSUTFOD7 00651149 01/13(2008 1:33:30PM PST  Success Posted Details

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

Process List

View Process Request For

UseriD: [I0B&1148 | Type: i Vl|ast [ 1 [Das v Refiesn |
Server: | PSUNX v| Name: | Q. instance: | to |

an Detibutin s onpersn
Status: Status

i customize | Fing | view &1 | B8 Frat [ 101 06 10 0 st

Process A Distribution q
Select |Instance |Seq. |Process Type User L Run Status Details
Select |Instance |Seq. (Process Type e User Run Date/Time Run Status 5 = Details

495938 SQR Report SOMFM103 00651149 0101472009 10:20:00AM PST  Success FPosted Details
495521 S0R Report CEUTFOO7 006571149 01432009 1:33:30PM PST  Success Fosted Details
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3 | To view output for a
specific process click on
the blue underlined
Details button.

Process List
\iew Process Request For
User: 00651149 QL typer [ liast: | 1

Server: | PSUNX ¥ | Name: ‘ C, Instance: | to |

R Distrburion EISave on Refresh

Status: Status
Process List Customize | Find | First [1 1-11 of 11 [ Last
Select |Instance \Seq. |Process Type :::::% User Run Date/Time Run Status :i:tutiﬂ Details

435338 50R Report SONFN103 00851149 01/14/2008 10:20.00AM PST  Success  Posted
438521 5GR Report CEUTFDO7 00B51148 D1/13/2008 1:33.30PM PST  Guccess  Posted  Details

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

Process Detail

Instance: 485838 Type: SQR Report
Name: SOMFN103 Description: Create CASHMNet eBill
Run Status:  Success Distribution Status: Posted
R |
Run Control ID: mike Hold Request
Location: Server Queue Request
Server: PSUNX e
iDelete Request
Recurrence: Restart Request

Request Created On: 01/14/2009 10:19:004M PST Farameters Transfer

Run Anytime After:  01/14/2009 10:20:004M PST Messane Log
BeganProcess At:  01/14/2009 10:20:25AM PST Batch Timinas

Ended Process At:  01/14/2009 10:36:20AM PST

Wiew LooTrace

Ok Cancel
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