Scheduling for
ReportMart3

Running Reports Automatically!




Benefits of Scheduling

» No need to be tied down to your computer

» Reports can be scheduled to run during
off-peak hours

» Allows repeated runs without re-entering
prompts

» Reports delivered to your Inbox in RM3 or
via email in PDF or Excel format




High Level Steps for Scheduling

Save a report with your prompts in Favorites

Go to Favorites and click on Arrow to enable
Schedule link to show

Click on Schedule

Modify three attributes:
When, Format, Destination

Press Schedule button in lower right

Results delivered to your RM3 or Email
nbox

Step by Step directions in slides to follow



Saving a report with your prompts

» Open a report
» Enter your prompts

Use “Virtual Dates” to avoid having to edit dates later
(currently only available on 279A report)

See: http://fingate.stanford.edu/docs/report_279A.pdf

A https://reportboxiuat.stanf

» Run the report [ 3 o] v - |88 e
» If the report is displayed in | seees [

Save to my computeras P
C

PDF mode click the “View oo e o
_ITM L” |C0n 002: Task Number (100;201) L

%
4 C h 00se D ocume nt / S dave as 003: Award Number (AAAAA;ZZZ

Continued on next slide (%

004: Award Status (ACTIVE;CLOS
[oz




Saving a report with your prompts

2 hitps://reportboxiuat.stanford.edu - InfoView - FIN_EXP_279A_TRANS_D...|- |0 X

Save Document

B General /
Tithe: ﬂ EXP 2794, TRMS_DETML_E_DNLY_CBMH |
This wersion of the 273 rAaparT runs -~

againsc & samaller amount of daca limiced
o the currenc fiscal year in order to
improve performance. The report feacures
che abilicy To search bassd on "relacive
daces™. Encer "LCH"

Keywords: J

Description:

|

[] Refresh an open ] Permanent Regional Farmatting

B Location

B Huly Folders
B % Favorites
B S Public Folders

B Categonies /

£] S @ internet

Give your report a unique name. Please
keep the original report number

Click on Favorites

Click on OK




Find the saved reports in your Favorites

» Return to Home Page

» Click on “Go to my Favorites” link

STANFORD UNIVERSITY ReportMart3
G EZ&IE M- ) vew » B (Y sens » [T Mynfoview | Searchtiie (275

Weicome: svemp
5 H & e
& Categones, o # || Home 08 %
528 S8 @ X
a & Home
@ @ Personal Categories
® B2 Corporate Categories
Go to my Favorites Go to my Inbox
T . — —
ReportMan3 Availability Hours Hardware, Software, and Browse nts
8.00 AM - Midnight Pacific Time, 7 Days a Week Fingate - Gateway t
Traming - Classroom, Online, and Guides
ReportMart3 HelpSU Support Hours HelpSU - Submit 3 help ticket
8:00 AM - 5:00 PM Pacific Time, Monday through Friday Subscnbe to ReportSU

Finance mailing list

Please note the Go to my Inbox link for later use
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Find the saved reports in your Favorites

) UNIVERSITY ReportMart3 Welcome: svemp
& B M- O vew - B ¥ send - 7 mynioview | Searchiie - [279a [=] B o
) Folders # || Favontes — s— — — — — — — F D&%
Bes®daid X ‘é.*lnrnamr X |FRer: ANTypes »
2 ¥ Home |00 % | Titie = —
B 3 My Folders O &1 + FIN_EXP_2794_TRANS_DETAIL_FY_OMLY_CBMH Web Intelligence Document
@ [ Favorites |
@ [3inbox O &1 #+\ FIN_EXP_279A TRANS_DETAIL_FY_ONLY_CBMH_LCM Web Intelligence Document
@ & Public Folders
O &) + \FIN_ExXP_2794_TRANS_DETAIL_FY_OMLY_EAHOK-EAGHG ‘Web Intelligence Document

Multiple versions can be saved with
different prompts

Click on the down arrow

& &M M- 0 vew - G 3F seno - [ uy mtoveew | Searcn tiie - [275a |53 7]
L Folders i || Favorites A=
CecsBan X 5l Organize = | X |Flter alTypes -
g %;Home ~
B (5 My Folders O &l + FIN_EXP_2794_TRANS_DETAIL_FY_ONLY_CEMH Wb Intelligence Document
&I F ) History | Schedule | Modify | Properties
B = This version ofthe 279 report runs against a smaller amount of data limited 1o the current fiscal year in order to improve peformance. The report leatures
= .:H“bﬂx trviz ability 1o seprch based on “virtual dates™. Enter "LCM" in the date search prompl(s) 1o refrieve data as of the "Last Closed Month™, anter "COM 1o retrigve
@ [ Public Folders data as of the "Qurrent Open Month®. This feature eliminates the need to updale the date prormpls for each ren of a saved report. See the full description of
the standard 27§ for more usage information. Authority is required

Click on Schedule




Scheduling Main Screen

FORD UNIVERSITY ReportMart3 Welcome: svem

& EEE- O wew - G0 sees - [ uy eroview | Search i - [273 ) oo
| Folders * || seneue Y-
SR LBEGE X " FIN_EXF_273A_TRANS_DETAIL_FY_ONLY_CBMH
a #iHome
& Ly Folders instance title: JETAIL_FY_OMLY_CBMH
@ (5 Favoriles
B L nbox B Whan
B & Public Foldérs Run abgect | Mow w
3 Obgirct will fun fow,

Bl Destnation
Bl Format

2 B Caching Options
B Server Group

E Events
E Prompis

Specify the following 3
scheduling options:

1When (to run)
2Format
3Destination

Please Note: Choose Format before Destination as this will allow you
to attach a report if you choose the Email destination option.




Schedde

When to schedule?

Instance title: JETAIL_FY_ONLY_CBMH

Note: Slides 20 and 21 will cover ‘Event’-based scheduling,

Run object  Now

» Daily - The report runs once every N days
at the time that you specify.

1st Monday of Month
Last Day of Month
& Events X Day of Nth Week of the Month

8 Server Grou|

» Weekly - Each week, the report runs on @ prompes  (C3lenca
the selected days at the time that you
specify. (Can pick days of the week)

» Nth Day of Month - The report is created
regularly each month on the day that you
enter at the start time that you specify.
(This is ideal if you want the report only
once a month)




When to schedule? Example for Nth of Day of Month option

Please note that the RM3 system is not available between Midnight and 7 am. The
time you select should be outside this window.

FIN_EXP_279A_CBMH

Instance title: !LE]AN_EXE_A_NQA_CBW:’ :j

B When
Run object: | Nth Day of Month v

Object will run on the Nth day of eac

Day(N) = ‘[1 2 ¥

Pick the day of the month (1 — 31)

Start Time: 8 FI:[10 v|[Pn +]|[4/9/2009 | B8

Pick Start Time (Between 7am — 11pm)

End Time:

v|:[10 v ||~ [410/2010 | B

Destination
Format
Caching Options
Server Group

Events

Prompts

No date change required unless
you want schedule to begin in a
later month.

Pick a reasonable end date
depending on your business need.
The schedule will repeat until the
end date occurs.
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Format: Web Intelligence, Excel, or PDF

Schedule
FIN_EXP_2T9A_TRANS_DETAIL_FY_ONLY_CBMH

Instance title: [FIN_EXP_279A_TRANS_{

B When
H Destination
B Format

FOF X

Format |Web Intelligence v ——

Caching Web Intelligence
Micrasoft Excel
Server Gl adobe Acrobat

Events

B EE @

Prompts

[ Schedule ][ Cancel |

Choose Web Intelligence, Microsoft
Excel, or Adobe Acrobat (PDF)

Excel and PDF formats can be
attached to an email destination in the
next step

Web Intelligence can only be sent to
RM3 Inboxes

More on Destination in the next two
slides
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Destination: Inbox or Email recipients:

Inbox relates to RM3 Inbox — Ideal if you picked Web Intelligence as
the Format. Excel and Adobe options can also go to your RM3 Inbox.

Schedule FOF X

FIN_EXP_279A_TRANS_DETAIL_FY_OMNLY

Instance title: :FIN_EPLP_E??A_TH.&NS_[:

B When Schedule FOS X
E Destination FIN_EXP_279A_TRANS_DETAIL_FY_ONLY

Destination: | |nbox | - .

Crefaull Enterprise location  [us PR Instance tile: [FIN_EXP_2T9A_TRANS_[|

[ Cleanup [Email recipients & When
® Format El Destination
B Caching Options Destination: [|npoyx v/
& Server Group Use the Job Servers defaullts
& Events instance after scheduling
B Prompts

[[Schedule ][ Cancel ]

Report is sent to your RM3 Inbox.
The box needs to be checked.

Click on Schedule
DONE!
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Destination: Email recipients

Schedule
FIN_EXP_279A_TRANS_DETAIL_Alex Schedule _E.O.5X
; Bl Destination 2
Instance title: |[FIN_EXP_279A_TRANS_[| Destination: | Email recipients v
[ Use the Job Server's defaults
When
E Destination B i From:  [sbo@stanford.sdu || Boxshould be unchecked
Destination: ]Email recipients v To labc@stanford edu ]
Use the Job Server's defaults c hyz@stanford edu ]
[ cleanup instance after scheduling Subject [279A Report || Add ptaceholder.. v
Format Mess3ge | please find attached the 273%A report for project
123456 for Last Closed Month (LCM)

Caching Options

Server Group

Events

Prompts Add placeholder... v

Add attachment
Attachment
O Automatically generated
Report (using YOUR ® Specificname [FIN_EXP_279A_12345§
authority) is sent to email s BiRcaNoe:. .
[“] Add file extension
address you enter
[CJ Cleanup instande afer scheduling

T 5 | B Format

ypeina re evant Format | Microsoft §xcel v 3
subject and message
Check the box to attach report

(excel or PDF) Click on Schedule

DONE!

Click radio button and type in a specific meaningful
name that will be attached to the emaill




Destination: Inbox

Schedule

Schedule
FIN_EXP_279A_TRANS_DETAIL_FY_OMNLY_CBMH

FIN_EXP_279A_TRANS_DETAIL_Alex

Instance title: | FIN_EXP_279A_TRANS_[

When
; El Destination

Instance title: | FIN_EXP_279A_TRANS _[ Destination: | jnbox v/
B When H=seciaulah gervers defauts Box should be unchecked
B Destination Choose: [Users v

Destination: | |npax | Look For: [alexs |[Search

}W“ﬁ Available Recipients: Selected Recipients:

[] cleanup IEmail recipients alexs_adhoc _— alexs
B Format / —
Caching Options — (I
Server Group /
o Report (using YOUR

authority) is sent to
InBox(es) of recipient(s)
you enter

/

Check Specific name and type in
a meaningful title

| @  specific name |279A_P1234567%S|_STARTTIME%

Target Name:

O Automatically generated

| DateTime

Send As:
O Shortcut
@® Copy

[J Cleanup instance after schedulin

Pull down Add placeholder... and choose DateTime.
%S| _STARTTIME% will be appended to your title.

Click on Schedule in lower
right ...

\\)

DONE!
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Retrieve a scheduled report from your RM3 Inbox by clicking on the

report name. : Toex
AT Click Go to my
‘ e Inbox
4/ ReportMart3
Go to my Favorites Go to my Inhox
[ Folders i || Inbox
E eBEzE X = organize v | X |Fiter: AllTypes ~
B ¥ Home O D0 % |Tite « | Sent

= 3 My Folders
(3] Favorites
[ Inbox

(3 Public Folders

O ¥ FIN_EXP_279A_CBMH : 179140 411d/2009 12:58 PM

O ¥ FIN_EXP_279A_SQSQ: 179172 4/14/2009 12:46 PM

Sort by Sent date to
see latest first

Retrieve a scheduled report from your Email Inbox by opening the

attachment

L9 Inbox

(Filter

t /B, 8 From

Subject Received

5T alexs@stanford.edu FIM_EWP 2794 5050 Wed 4,29/3008 8:53 AN

= 0 alexs@stanford.edu FIM_E¥P_2794_50Q50) %51 USERFULLMAME: Wed 4/29/2009 2:52 AM

FIN_EXP_279A_5Q5Q %S5I_USERFULLNAME?:

alexs@stanford.edu

ent:  Wed 4/29,/2000 9:52 AM
alexs@stanford.edu

Cc svemp@stanford.edu

] Message | L FIN_EXP_279A_SQ5Q.pdf (179 KB

2089-84-29-89-58-18 Another: alexs

test by Daily:
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Please cleanup your inbox by deleting old reports.
To do so...

[ Folders i || Inbox

E eeBE@E X = organize v | X |Fiter: AllTypes ~
B §Home OO0 % |Title « | Sent
& (A My Folders O ¥ FIN_EXP_279WCBWH : 179140 4/16/2009 12:58 PM

(3] Favorites

[ Inbox v FIN_EXP_279A_SQSW\ 179172 4/16/2009 12:46 PM

O
[ Public Folders [

1. Click in the box next to its title AN
2. Then click Delete (the stylized “X”) in the tool bar
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Modifying Prompts for Rescheduling Reports

Can be used for rescheduling reports that don’t have “Virtual Dates”

[ Folders M
EescsBaiE X
= #pHome
B Cd My Folders
[ Favorites
5 Inbox
C@ Public Folders

Favorites

g2 organize ~ | X |Fiter: AlTypes -

0D
EY

v | Title =~
el EXE 2708 TRANS DETAIL_FY_OMLY

From Favorites, find the
report you would like to
reschedule

Wiew Latest Instance | History | Schedule | Modity | Fropemes

This version of the 279 rep ns against a smaller amount of data lin
ahility to search based on “virtual 5" Enter "LCM™ in the date searcr
as ofthe "Current Open Month®. This fe eliminates the need to upc
standard 278 for more usage information. Au ity is required.

Ensure that the description
is visible by clicking on the
arrow

Click on History — Screen
below appears

History
FIN_EXP_2798_TRANS_DETAIL_F¥Y_OMLY

[ shaw only instances ownad by me
[] Finter Instances By Tima
Pause | Resume | Delate

[0 0 Instance Time « | Tithe

Run By Parameters

¥FOF X

Show allinstances = | &2

Farmal Status | Reschedule

08 3:;1'9."20093 32 Ep_EXP_279A_TRANS_DETAIL_FY_ONLY SYemp %:95:36 MAY-2000:LOMLCM: 1026067959 5%:06:5:96:95:96,98-96,56-96:96-96.96:96 96.96:% ;ﬁf‘llgmm Pending Reschedul
O & g 2009832 ewy_exp_270a _TRANS_DETAIL_FY_ONLY svemp %59 MAY-2000;LCMLCM, 1026067.9%:%:%:%:96.56:96.96.96;9.% 56.% 5%.% %% %% % :';ﬁlgem Recurring Reschedule
0& E-;:?J‘ZEIDE 832 Eiy_EXP_279A_TRANS_DETAIL_FY_ONLY svernp 1025067%:%;5%:%:56%:96%:5:5%:96:5%%:% J{:%:96.%:96:%:96,%:%;3% LCMLCM:%:LCMLCM migm Recurring Resfhedule)
08 Erlg_rmg 829 Ey_EXP_279A_TRANS_DETAIL_FY_ONLY SVEmp %:9:96MAY-2000:LOMLCM: 1026057 -95/5%:96:9%:96:95:96:9:96:95:96:9:96:%:96:9:9696:96:% ;}';‘;f'llgem Recurming Rescnedule
0 # |=|| 2009752 ey pwp 2704 TRANS_DETAIL_FY_OMLY svernp 10260875 559555655555 5786:55-96.54.56-55-96. 585 %-8: 54,86 % L CMLCMS6LOMLEM ;';mlgem Suscass Heschedule

Pick the report you want to
change the prompts for

Click on Reschedule
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rModifying Prompts for R

FIH_EXP_279A_TRANS_DETAIL_FY_ONLY

Instance title: | FIN_EXP_2T94_TRANS [

eSC

¥ O e X |
~

neduling Reports

(& Replace existing schedule
) Create new schedule from existing schedule

B When

B Destination

B Format

@ Caching Options
B Server Group
B Evenls

& Prompts

Click on +

Opens existing prompts

Click on Modify Values
which brings up the
“Advanced Prompts
panel (next slide)

Click button if not
the default option

FOE X

001: Project Number (1000000;9999999) 1026067

002: Task Number (100;201) %

003: Award Number (AAAAAZZZZZ) %

004: Award Status (ACTIVE;CLOSED) %

005: Project Owner (Smith, John J.) or (Smith, J%) %
006: Task Owner (Smith, John J.) or (Smith, J%) %

007: Award Owner (Smith, John J.) or {Smith, J%) %
008: Project Manager (Smith, John J.) or {Jones, J%) %
009: Task Manager (Smith, John J.) or (Jones, J%) %
010: Award Manager (Smith, John J.) or (Jones, J%) %
011: Task Service Type (SPONSORED*%) or (STUDENT_AID) %
012: Award Type (DES_REVENUE,GIF_EXP_GIFT) %
013: Award Purpose (FAC_CHAIR:PEN_PENDING) %
014: Award Level of Control (Department;Division) %
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rModifying Prompts for Rescheduling Reports

Schedule
Sabvanied Brompls =
Enter Prompl valises

@ 001: Project Number (1000000,5999599) : 1234567 | | app

G/ 002 Task Nusmber (100:201) : % .

& 003 Award Numbsr (AAAAL ZTTIT) % [

@ 004 Award Status (ACTIVECLOSED) : %

& 005 Project Owner (Smith, John 1) or (Smth, 1%) : % 3

' . \
Enter NEW DrothS I — [ »] 001: Project Number (10000:00;9999999)
m
Click Apply
| Schedule. 085X
7} More information | @ Events A
| B Prompts
001: Project Number (1000000;9999999) 1234557 &
002: Task Number (100;201) %
003: Award Number (AAAAAZZZIZ) %
004: Award Status (ACTIVE;CLOSED) %
005: Project Owner (Smith, John J.) or (Smith, J%) %
006: Task Owner (Smith, John J.) or (Smith, J%) %
007: Award Owner (Smith, John J.) or (Smith, J%) %
Click on Schedule 008: Project Manager (Smith, John J.) or (Jones, J%) %
DONE! \ 009: Task Manager (Smith, John J.) or (Jones, J%) %
r (Smith, John J.) or (Jones, J%) %

011: Task Service Type ( D%) or (STUDENT_AID) %
012: Award Type (DES_REVENUE;GIF_EXP_G
013: Award Purpose (FAC_CHAIR;:PEN_PENDING) %
014: Award Level of Control (Department;Division) % v
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Event Based Scheduling

A scheduled report starts running as soon as the data is available
Allows available time to be optimally used

Schedule

st i o e Pick 12:01 AM for start time (this is the time the system
will start looking to see if the “event” has occurred)

Instance titie: [FIN_EXP_279A_TRANS _{

E When
Run object: iDain

Expand Events

Object will run once every N days.

Days(N) =

Choose appropriate event:
DATA AVAILABLE - Daily Database Build Completed
MONTH AVAILABLE - Monthly Close Database Build Completed

statTime: [12 v|-[01 v|[an v|[81372009” | B
|

EndTime: |12 v|: 01 v| AW w|[gi2172009 B
Destination
Format Schedule x *
Caching Optio| IIEI Destination :LL‘L
Server&roup B Format
Events B Caching Options
Prompts B Server Group
B Events
Forailable Events Events to wait for;
|DATA AVAILABLE '

MONTH AVAILABLE ¥

Al
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Event Based Scheduling

The report starts running as soon as data becomes available after
the database build (Dalily or after Month End Close)

| Schedule

& Destination

B Format
Caching Options
B Server Group

Click the > button
B Events
Awailable Events: Events fo wait for.

DATA AVAILABLE
MONTH AVAILABLE

a

Tip: Please pick the first day (Nth day of
Month) in the “When” section as start
day for MONTH AVAILABLE event

Click on Schedule

Pick an Event to wait for

Destination
B Format
B Caching Options
B Server Group
B Events
Available Events:
MONTH AVAILABLE

/ e

Evenits to wait for.
DATA AVAILABLE




Being a Good Scheduling Citizen

Schedule reports to run outside of
“primetime” (10am-noon, 2pm-4pm)
When results can wait until the next day,
use evening hours (6pm-1T1pm)
Periodically delete Excel and PDF files from
your RM3 Inbox

Keep the first 3 parts of a report’s name

when saving a version to schedule (e.q.
FIN_EXP_279A_PT1234567-1)
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For any questions or clarifications, please
contact the following RM3 team members:

Alex Stagner - alexs@stanford.edu

Sri Vemparala - svemp@stanford.edu



mailto:alexs@stanford.edu
mailto:svemp@stanford.edu

