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Reporting Tools > Query > Schedule Query 

Create a run 
control for 
your query.  
Use the 
Search 
button to 
help you find 
the 

 
If you click 
on the blue 
link, 

 
you can fill 
in the 
prompts for 
your query 
and they will 
display at the 
bottom of the 
main screen.  
Select the 
OK button. 
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When you 
hit the Run 
button, 

 
you receive a 
page where 
you can 
update the 
run Date and 
Run Time, or 
enter a 
Recurrence 
if you want it 
to run at set 
times every 
day/week.  
Click OK at 
the bottom of 
the page (not 
shown) to 
create the job 

 
 
Note:  If you don’t already have recurrences set up, submit a Remedy ticket requesting 
one.  The ticket needs to include the days and time you want the job to be set up for, as 
well as the name of the process. 
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Select the 
“Process 
Monitor” 
link. 

 
On your 
Process List, 
you should 
see your 
PSQUERY 
process 
queued up.  
If you added 
a recurrence 
to the 
process, 
you’ll also 
see a green 
circular 
arrow. 
 


