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	Purpose
	Use this procedure to create a schedule job for an advanced report.

	Prerequisites
	· Must be assigned the Agency Administrator, Advanced Reports Administrator, Report Administrator or Statewide Report Administrator.
· Only the Advanced Report Administrator or the Statewide Report Administrator roles can create a report from a saved Ad Hoc view.
· Only a report can have a schedule.


	Website Address
	· http://lms.des.wa.gov/




Procedure
	1. 
	Access the following website  http://lms.des.wa.gov/.

	2. 
	Select an appropriate role.
[image: ]

	3. 
	Click [image: ] tab.


	4. 
	From the Systems Report menu, select Advanced Reporting.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTMLfb65e27b.PNG]

	5. 
	Click View list under Reports.
[image: ]

	6. 
	Once you have located your report, right-click the report name and select Schedule.
Note: This [image: ] symbol indicates the report has a scheduled job.[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTML549d90e7.PNG]



	7. 
	To create a new Schedule, click the Create Schedule button.
To modify an existing Schedule, click Edit to do the Job Name.
Note: a report can have multiple schedules jobs.

Screenshot Left Side
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTML54a50387.PNG]
Screenshot Right Side
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTML54a53e55.PNG]

	8. 
	New Schedule page.  The options on this page allow you to configure when and how often the report runs.
[image: http://services.geolearning.com/Help/en-US/Global/Content/Resources/Images/Reports/Schedule%20a%20Report_1_550x401.png]

a. In the Schedule Start Section, set the following schedule attributes:
i. Immediately or On a specific date
ii. Click the calendar icon to select a future start date and time.  If you do not specify recurrence below, the start date and time define when the report runs.  If you specify recurrence, you may still want to delay the first report date.  For example, a weekday report that you want to start next week.
b. Note:  The time associated with the schedule job defaults to 00:00:00.  To set any time component within job scheduler, use the sliders to indicate hour, minute, and seconds.
c. Time Zone: select the America/Los_Angeles timezone
d. Recurrence: Choose one of the following:
i. No Recurrence: Run the report once.
ii. Simple Recurrence: Schedule the job to recur at a regular interval, specified in minutes, hours, days or weeks.
iii. Calendar Recurrence: Schedule the job to recur on days of the week or days of the month, specific dates, or date ranges.
1. Example:  To have a report run every month on the same date (see below).
[image: ]


	9. 
	Scroll to the bottom of the page and select the Save button.

	10. 
	Next, Select the Parameters page

	11. 
	If your Ad Hoc contain filters you can modify those selections here.  Different reports can be scheduled by changing the filters.

If making changes to the filters, select the Save button.  If no changes, select the Output Options page.

	12. 
	In the Format area select the file type you want to receive.  The default is PDF.  Common selections are CSV or XLSX (Excel)

	13. 
	In the Output Destination area, uncheck the Output to Repository box.  Select the Save button.

	14. 
	Next, Select the Notifications page 

	15. 
	Send report when Schedule runs:
TO: One or more email addresses separated by commas for sending email notification
Subject: The subject line of the notification email
Message: Enter a brief description to b included with the report

Choose one of the radio buttons to specify how the email recipients will access the report.  Common selections are “Include report files as attachments” and “include report files as ZIP Attachment.

	16. 
	Next, move to the Send Job Status Notifications section of the ride side of the screen.  This step is optional.

You can select if you want to send an email notification to a recipient if the report ran successfully or if the report failed.

	17. 
	Click on the save button

	18. 
	You have completed this process.
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