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	Purpose
	Use this procedure to delete 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. 
	Click on the Remove button.
The job will be deleted from the Schedule Job list.
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. 
	You have completed this process.
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