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Scheduling a Query 
 
 
Concept 
 
You may choose to schedule queries so that they run at predefined times or on recurring 
schedules. Query Manager interacts with MaineStreet Process Scheduler to enable you to 
schedule queries. To schedule a query, you must submit a process request to the MaineStreet 
Report Manager. 
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Navigation  

 

 
Step Action 

1.   Click the Reporting Tools link. 
 

2.   Click the Query link. 
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Step Action 

3.   Notice that from the Query Menu, you may go directly to Schedule Query and 
proceed in specifying the query to schedule. 
 
Click the Schedule Query link. 
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Procedure 

 

 
Step Action 

4.   The Schedule Query search page enables you to search for an existing Run Control 
ID or add a new one. 
 
Click the Add a New Value tab. 
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Step Action 
5.   A Run Control ID connects this run control to a Query. If selecting Find an 

Existing Value, a list of previously entered values will be listed for you to choose 
from. If selecting Add a New Value, you should connect a Query Name to that value.  
 

 

 How many Run Control IDs do I need? 
 
You may have access to run dozens of different batch processes 
within MaineStreet.  Each distinct process generally has its own 
set of parameters that are saved via the Run Control IDs.  You 
may name a single Run Control ID (such as your initials) that will 
remember parameters for each of the processes you run.  Some 
people like to name a different Run Control ID for each process 
they run. 
 
There are some cases where you might want to use multiple Run 
Control IDs for the same process.  This might be the case if you 
run the same process under different circumstances such as times 
of the year.  An example of this might be creating Run Control 
IDs for a printing process indicating Print_Spring_Statements and 
Print_Fall_Statements. 
 

 
Step Action 

6.   Click the Add button. 
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Step Action 
7.   The Schedule Query page enables you to identify the query that you want to 

schedule. You can enter the exact Query Name, or enter a portion of the Query Name. 
 
Add a Description that will make sense to you when you want to run the Query in the 
future. 
 
In this example, we’ll enter UMS_SR_ENR in the Query Name field. 
 

8.   Click the Search button. 
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Step Action 

9.   The Scheduled Query Search Page displays all the queries beginning with 
USM_SR_ENR. 
 
For this example, we’ll click on USM_SR_ENR_RSTR_ACADGRP to select it. 
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Step Action 

10.   When you select a Query that uses prompts, you must enter the prompts. The prompts 
you enter will display for you the next time you select this Query using Query 
Scheduler. 

11.   After entering the prompts, click the OK button. 
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Step Action 

12.   If you want, you can change the prompt input at this point. 
 
Click the Save button. 

 
13.   Click the Run button. 

 
  



Process Document 
Scheduling a Query  

  
 

Page 10 Last changed on: 10/16/2008 1:20 PM
 

      
 
 

 

 
Step Action 

14.   On the Process Scheduler Request page, leave the Server Name field blank. 
 
You can schedule the Query to run on a specific Run Date and Run Time or you can 
schedule the Query to run on a recurring basis. 
 
Click on the drop-down arrow in the Recurrence field. 
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Step Action 

15.   Some of the recurrence options have no associated Run Time because they are 
processed after the nightly update of the database. 
 
If scheduling a recurring Query, click on the appropriate recurrence to select it. 
 
For this example, we’ll click on Daily to select it. 
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Step Action 

16.   Next, you must select the Type and Format. 
 
For this example, we'll leave the Type as Web. Click on the drop-down arrow in the 
Format field. 
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Step Action 

17.   The preferred output Format for a query is generally the XLS spreadsheet option. 
Click on XLS to select it. 

 
18.   Click the OK button to run the process and return to the Schedule Query page. 
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Step Action 

19.   On the Schedule Query page, note the Process Instance number and click the 
Process Monitor link to open the Process List page. 
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Step Action 

20.   On the Process List page, locate your process in the listing. 
 
Click the Refresh button until the Distribution Status for your process shows Posted. 
Click the Details link. 
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Step Action 

21.   On the Process Detail page, click the View Log/Trace link. 
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Step Action 

22.   On the View Log/Trace page, a link to your output will appear in the File List section 
with the name of the Query and the extension of its file Type. Click on the link to 
open the output file. 

23.   If you wish to discontinue a scheduled Query, you can do that from the Recurring 
Process/Job page. 
 
From the CSRPT menu, click the Reporting Tools link. 

 
  



Process Document 
Scheduling a Query  

  
 

Page 18 Last changed on: 10/16/2008 1:20 PM
 

      
 
 

 

 
Step Action 

24.   Click the Schedule Query link. 
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Step Action 

25.   From the Find an Existing value tab, click the Search button to lookup the Run 
Control you created to schedule the Query. 
 
Click the Search button. 

 
26.   Click on the Run Control to select it. 

 
  



Process Document 
Scheduling a Query  

  
 

Page 20 Last changed on: 10/16/2008 1:20 PM
 

      
 
 

 

 
Step Action 

27.   On the Schedule Query page, click the Process Monitor link. 
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Step Action 

28.   On the Process List page, click the Recurrence button to open the Recurring 
Process/Job page. 
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Step Action 

29.   On the Recurring Process/Job page, you can put a currently queued query on Hold 
or you can Stop the recurrence.  
 
For this example, we will click the Stop button to end the recurrence. 
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Step Action 

30.   End of Procedure. 
  

 

 
 
  


