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1.   Navigate to Reporting Tools>Query>Query Viewer 

2. Search for the query you want to schedule (can use a wild card) NDU%SF (module) 

3. Once you found your query, click on the Schedule hyperlink 

 

 

Following page will appear: 

4.  You need to add a new run control, recommend to use the name of the query you are 

scheduling 

 



5. Once you have created your new run control the following page will appear to add your prompt 

values 

 
6.  After all values are entered in your prompts click OK button and the following page will appear 

 



7. Review the data and enter a description for the data (can be anything) then click the OK button 

and the following screen will appear 

 
8.  Enter the date and time you want this query to run. Ensure you enter the hour, minute and 

second and if its AM or PM.  For example you want to run this query at 10 PM, enter 

10:00:00PM.  After you have set the time and date to run the query click the OK button and you 

will return back to a list of queries.   

9. To ensure you have your query set up to run, you can always navigate to the process monitor 

and review your processes and the status they are in. 

PeopleTools>Process Monitor 

 

NOTE** If you want to run this query several times with different prompt values, enter those 

values in the description when setting up your run controls. 

 

 

 

 


