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Submitting Process Requests

Concept

Y ou may choose to schedule queries so that they run at predefined times or on recurring
schedules. Query Manager interacts with PeopleSoft Process Scheduler to enable you to schedule
gueries. To schedule aquery, you must submit a process request. The results of scheduled queries
are routed to PeopleSoft Report Manager.

In thistopic, you would like to view the list of degrees conferred at the end of each quarter. You
will schedule the degrees query to run at 6:00 p.m. at the end of March.
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Procedure

-2 -ERAQEE B B S

PeopleSoft.

Personalize Content | Lavout
Menu 28 [

Search:
®

My Favorites
[-DataBomber

[ Self Service

> Manager Self Service

> Recruiting

[ Warkforce Administration
[ Bengfits

- Compensation

[ Stack

[ Time and Lahor

[ Payrall for Marth America
I Global Payroll & Absence Mamt
1> Payroll Interface:

[ Wiorkforce Development
> Organizational Development
> Enterprise Learning

[ Workforce Maonitaring

[ Pension

> Campus Community

> Student Recruiting

[ Student Admissions

[ Records and Enrallment
[ Curriculum Management
[ Financial Ald

[ Student Financials

I Acaternic Atvising

[ Contributor Relations

[ Set Up HRMS

[ SetUp SACR

> Enterprise Components
[ Warklist

> Application Diagnostics
> Tree Manager

> Reporting Toaols

[ PeapleTools

> Packaging

- Careers

- Chane My Password

— by Personalizations

— hily Svetern Profile

— hilv Dictionary

Step

Action

[* Reporting Tools

Begin by navigating to the Schedule Query page.
Click the Reporting Tools link.
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PeopleSoft.

[-DataBomber

[- Self Service

[ Manager Self Service

- Recruiting

[ Workforce Administration

(- Benefits

- Compensation

[ Stock

[ Time and Labor

[+ Payrall for Morth America

& Global Payroll & Ahsence
Mamt

- Payrall Interface

- Workforce Deweloprment

[ Organizational Developrment

(- Enterprise Learning

(- Workfarce Monitaring

[ Pension

> Campus Community

[ Student Recruiting

[ Student Admissions

[ Records and Enroliment

> Curriculum Management

[+ Financial Aid

[- Student Financials

> Academic Advising

- Contributor Relations

[ SetUp HRMS

[ SetUp SACR

- Enterprise Components

- orklist

[ Application Diagnostics

[ Tree Manager

I Query
[ PSinvision
I Grystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers
- Change by Password
- My Personalizations
- My Systern Profile
|- My Dictionary

RN, create, and manage querizs and nvision reports

E" Renort Manater

Review report list

ﬁ] Crystal Enterprise

Crystal Enterprise
T Launch Crystal Enterprise

&

Query

Extract information using visusl
representations of your PS detabase
= Query Manager

= Guery Viewsr

= Schedule Query

&

Edit "Reporting Tools" Folder

PS/n\fision

Design and create MS Excel spreadsheet
reports on PeopleSoft data

[ElDefine Repart Book

ElRecister Drilldown Layout

[ElDefine Repart Request

FlDefine Scope

Action

Click the Schedule Query link.

Last changed on: 5/19/2008 10:23 AM

Page 3




Process Document

Submitting Process Requests

-2 QRARED BB S

PeopleSoft.
[T

- Workforce Administration
(- Benefits
> Compensation
[ Stock
[ Time and Labor
> Payrall for Marth Armerica
. Global Payrall & Absence
Marmt
- Payroll Interface
[ ‘Workforce Developrment
(> Organizational Development
[ Enterprise Learing
- Workforce Monitoring
[ Pension
> Campus Community
> Student Recruiting
[ Student Admissions
[ Recards and Enroliment
[ Curriculum Managerment
[ Financial Aid
[ Student Financials
- Academic Advising
(- Contributor Relations
(- SetUp HRMS
[> SetLip SACR
[» Enterprise Components
[ Worklist
> Application Diagnostics
> Tree Manager
[~ Reporting Tools
= Query
— Query Manager
Query Vigwer

[» PSinvision
> Crystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers
- Change by Password
- My Personalizations
- My Systern Profile

[ My Dictionary

Schedule Query

Enter any information you have and click Search. Leave fields blank for a list of all values

™ Case Sensitive

Bearch | advanced Search

Home:

Iew \Window | Help |

Search by: |Run Control ID x| begins with

Find an Existing Value |Ad|1 a Mew Walue

Action

Click the Add a New Valuetab.

Page 4

Last changed on: 5/19/2008 10:23 AM




Process Document
Submitting Process Requests

L - AERAI - N NI
PeopleSoft. e

!Eeuruwlmg a Iew \Window | Help |

[ \Workforce Administration hee
(> Benefits
> Compensation Schedule Query
> Stock
> Time and Labor n Exis Add a Hew Value
> Payrall for Marth Armerica
. Global Payrall & Absence
Mot Run Control ID: |
- Payroll Interface
[ ‘Workforce Developrment

(> Organizational Development Add
[ Enterprise Learing
> Workforce Monitoring Find an Existing Value | Add a NewValue

[ Pension
> Campus Community
> Student Recruiting
[ Student Admissions
[ Recards and Enroliment
[ Curriculum Managerment
[ Financial Aid
[ Student Financials
- Academic Advising
(- Contributor Relations
(- SetUp HRMS
[> SetLip SACR
[» Enterprise Components
[ Worklist
> Application Diagnostics
> Tree Manager
[~ Reporting Tools
= Query

— Query Manager

— Query Yiewer

> Crystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers
- Change by Password
- My Personalizations
- My Systern Profile
[ My Dictionary -

Step Action

4. Enter the desired information into the Run Control ID field. Enter "degrees _conf".

5 Click the Add (Alt+1) button.

Add
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PeopleSoft.

!Eeuru\lmg j

i ]

> Workforce Administration e vannw | Help | Custormize Pae | vy

(- Benefits

> Compensation

it Schedule Query

[ Time and Labor

> Payrall for Narth America Run Control ID:  degrees_conf ReportManacer Process bionitor

. Global Payrall & Absence
Marmt

- Payroll Interface . Search

- Workforce Development Query Name: | —I

(> Organizational Development N I

[ Enterprise Learing Description: |

- Workforce Monitoring

Run

Updale Parameters

[ Pension
> Campus Cormmunity Prompt Hame Value
> Student Recruiting

[ Student Admissions
[ Recards and Enroliment
[ Curriculum Managerment
[ Financial Aid
[ Student Financials
- Academic Advising
(- Contributor Relations
(- Get Up HRMS B save Eradd | EUpdateDisplay
[> SetLip SACR
[» Enterprise Components
[ Worklist
> Application Diagnostics
> Tree Manager
[~ Reporting Tools
= Query

— Query Manager

Iy igwer

Schedule Query
[» PSinvision
> Crystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers
- Change by Password

- My Personalizations
- My Systern Profile
|- My Dictionary -

Step

Action

The Schedule Query page enables you to identify the query that you want to
schedule. Y ou must enter a description in the Description field. If you do not know
the description, you can search on the query name.

Enter the desired information into the Query Name field. Enter "degrees’.

Click the Sear ch button.
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PeopleSoft.

!Eeuru\lmg j

- Workforce Administration
(- Benefits

[ Compensation Scheduled Query Search Page
[ Stock

[ Time and Labor

Home:

Mew Viindow | Help | Customize Page |

> Payrall for Marth Armerica ‘Query Type:

. Gliﬂi;a%tPava & Absence Query: |DEGREES Search

- Payroll Interface

[ Waorkforce Developrment Query C d | rirst (414 or 1 0 Last
[+ Organizational Developrment DEGREES |General info about degrees. Private

[ Enterprise Learing
- Workforce Monitoring
[ Pension
> Campus Community
> Student Recruiting
[ Student Admissions
[ Recards and Enroliment
[ Curriculum Managerment
[ Financial Aid
[ Student Financials
- Academic Advising Return
(- Contributor Relations
(- SetUp HRMS
[> SetLip SACR
[» Enterprise Components
[ Worklist
> Application Diagnostics
> Tree Manager
[~ Reporting Tools
= Query
— Query Manager
Wigwer

[» PSinvision
> Crystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers

- Change by Password
- My Personalizations
- My Systern Profile

|- My Dictionary -

Step Action

8. The description appears to the right of the query name.
Click the DEGREESink.

DEGREES
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PeopleSoft. - -
Md Mew Window | Help | Customize Page |

- Workforce Administration neen

(> Benefits
> Compensation
- Schedule Query
- Time and Labar Run
> Payrall for Narth America Run Control ID:  degrees_conf BeportManager Process Monitor
. Global Payrall & Absence
Marmt
- Payroll Interface Query Name: |DEGREES Search I

[ ‘Workforce Developrment
(> Organizational Development
[ Enterprise Learing

- Workforce Monitoring
> Pension I save Erand | EUpdsteDisplay
> Campus Community
> Student Recruiting
[ Student Admissions
[ Recards and Enroliment
[ Curriculum Managerment
[ Financial Aid
[ Student Financials
- Academic Advising
(- Contributor Relations
(- SetUp HRMS
[> SetLip SACR
[» Enterprise Components
[ Worklist
> Application Diagnostics
> Tree Manager
[~ Reporting Tools
= Query

— Query Manager

ery Vigwer

ule Query

“Description: |General info about degrees.

[» PSinvision
> Crystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers

- Change by Password
- My Personalizations
- My Systern Profile

|- My Dictionary -

Step Action

9. The Description field is automatically populated after searching on the query name.
Click the Save button.

10. | Next, schedule the query to run at a predefined time.
Click the Run button.

Run
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PeopleSoft. —
Md Mew Window | Help | Customize Page | 15

- Workforce Administration

(> Benefits

[> Compensation Process Scheduler Request

> Stock

- Tirne and Labor User ID: PS Run Control ID: degrees_conf

> Payrall for Marth Armerica

. Global Payrall & Absence Server Name: I - | 0 pate: 0142712005

Marmt ]
> Payroll Interface Recurrence: | Run Time: 11:27:01AM Resetto Current DatefTime
[ ‘Workforce Developrment ) . ]
[ Organizational Development Time Zone: Q
[ Enterprise Learing Process List
> Warkforce Monitaring Select |Description Process Hame Process Type [Tvpe  [Format  |Distribution |
[ Pension
[ Campus Community ¥ Scheduled Query Program PSQUERY Application Engine  |eb | |T<T | Distribution

> Student Recruiting
[ Student Admissions
[ Recards and Enroliment
[ Curriculum Managerment
[ Financial Aid
[ Student Financials
[ Acadermic Advising Ok Cancel
(- Contributor Relations
(- SetUp HRMS
[> SetLip SACR
[» Enterprise Components
[ Worklist
> Application Diagnostics
> Tree Manager
[~ Reporting Tools
= Query

— Query Manager

— Query Yiewer

— Schedule Query
[» PSinvision
> Crystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers

- Change by Password
- My Personalizations
I Systern Profile

|- My Dictionary -

Step

Action

11.

The Process Scheduler Request page enables you to specify such variables as where
to run the process and in what format to generate the output based on arun control 1D.
Specify the server on which you want to run the process.

Click the Server Namelist.

12.

Specify that the process will be run on the PSNT server.
Click an entry in thelist.

PSNT

13.

Click in the Run Datefield.

14.

Y ou want this process to run at the end of the quarter, which is at the end of March.
Enter the desired information into the Run Date field. Enter "03/31/2005".

15.

Click in the Run Timefield.

11:27:01AM

16.

Y ou want the process to run at 6:00 p.m. on that day.
Enter the desired information into the Run Time field. Enter "6:00:00PM".

17.

Y ou want to display the report in the PDF format in a Web browser window. Retain
the default entry in the Type field. Change the default format to PDF.
Click the *Format list.
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Step Action
18. | Click anentry inthelist.
POF
19. | Click the Ok (Enter) button.
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PeopleSoft.
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- Workforce Administration
(- Benefits

> Compensation

it Schedule Query
[ Time and Labor

. Global Payrall & Absence
Marmt

> Payrall for Narth America Run Control ID:  degrees_conf BeportManager Process Monitor

- Payroll Interface

. [DEGREES
- Workforce Development Query Name: |

(> Organizational Development
[ Enterprise Learing
- Workforce Monitoring
(- Pension & save
> Campus Community
> Student Recruiting
[ Student Admissions
[ Recards and Enroliment
[ Curriculum Managerment
[ Financial Aid
[ Student Financials
- Academic Advising
(- Contributor Relations
(- SetUp HRMS
[> SetLip SACR
[» Enterprise Components
[ Worklist
> Application Diagnostics
> Tree Manager
[~ Reporting Tools
= Query

— Query Manager
Wigwer

[» PSinvision
> Crystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers

- Change by Password
- My Personalizations
- My Systern Profile

|- My Dictionary -

“Description: |General info about degrees.

Home:

Mew Window | Help | Customize Page | 15

Process Instance: 236

Ebadd | FUpdateDisplay

Step Action

20. | You have scheduled the query to run at afuturetime. Y ou can view results from the

Frocess Monito

PeopleSoft Process Monitor page.
Click the Process Monitor link.
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PeopleSoft. e | vests | sarec —_
Mﬂ Hew Window | Hela | Customizs Pags | B

- Workforce Administration
(- Benefits
> Compensation

[ Stock

- Time and Labor [View Process Request For

> Payrall for Marth Armerica

. Global Payrall & Absence User ID: |PS A Type: =] Last: 1 [Days =] Rsfrash

Process List

DPa:lf‘r%mnteﬂace Server: | =] name: [ < Instance: | to |
[ Yorkforce Development un | | Distribution | =l ¥ Save On Refresh
(> Organizational Development Status: Status
> Enterprize Learning Process List | Eingd
- Workforce Monitoring
[ Pension
Eg:ﬂ;#lsﬂiﬁmmﬁgw I 238 Application Engine PSGUERY PS 0313142005 6:00:00PM PST Queued MIA Details
> GNEIEhl el 23 Application Engine  PRCGYBPURGE PS  D1/2742005 1:00:46AM PST Guccess  Posting  Details
[ Recards and Enroliment
[ Curriculum Managerment
[ Financial Aid
[ Student Financials
- Academic Advising
(- Contributor Relations
(- SetUp HRMS
> Set Up SACR Go back to Schedule Query
[» Enterprise Components
[ Worklist
> Application Diagnostics "
[ Reporting Tools Process List| Serer List

= Query

— Query Manager

— Query Yiewer

> Crystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers
- Change by Password
- My Personalizations
- My Systern Profile
[ My Dictionary -

Step Action

21. | The Run Status column displays that the process is queued. Y ou can click the
Refresh button to update the run status, which will change to Success on March 31.

22 | You successfully submitted a process request to schedule aquery to run at a
predefined time.
End of Procedure.
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