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	Purpose
	[bookmark: _GoBack]Use this procedure to edit 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 Edit button.
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. 
	Make the necessary changes on the Schedule, Parameters, Output Options, and Notifications pages.

Note:  If the start date for the current schedule job is in the past, you should create a new job rather than changing the current one.  Only the user who created the schedule or a user with the administrator role can edit it.
[image: C:\Users\janetp\AppData\Local\Temp\SNAGHTML54a6726f.PNG]

	9. 
	Click the Save button.

	10. 
	You have completed this process.



1 of 3
[image: Logo Green.png]
image1.png
Logged in as: Lesa Terry | Role: [‘advanced Reports Administrator Home|

Washington State Department of

Enterprise Services





image2.png
Reporting




image3.png
System Reports Home

System Reports
System Reports

system
Ryepms Home  The Maestro Reporting module allows you to measure the effectiveness and efficiency of your training and talent strategies. These measurements provide valuable information that allow
You to refine and improve your learning program over time.

Standara
Reports
Custom Reports Standard Reports Gustom Reports

Pre-defined reports where you select the fiters, run the report, and then can printor  Custom Reports allow you to create reports from select data sets then share, print, and
Advanced export the report export your reports.

Reporting
‘Advanced Reporting
s g & hoc reporting interface supporting the ability to create, run,

print, export. and schedule reports to meet business needs.





image4.png
Reports

Create and format interactive reports from
existing Ad Hoc views.





image5.png




image6.png
O ame Description
Sample Statewide Supervisor Validation Ad Hi Run this report to validate your smployee’s assigned supervisor

| |- m— o view e | it dentyt

Run

Delete

Permissions.

Properties.





image7.png
Back  ScheduleJob | RunNow  Refresh List

JobID  JobName Oumer

18955 Testlob jpasion| 22505000567





image8.png
state LastRan

Norml





image9.png
Set Up the Job
Identify the job, set start time and, optionally, select a recurrence.

Job for: /adhoc/Reports/Statevide_Reports/Sample_Supervisor_Validation_Ad_Hoc_View_Report

o setup
Paramatars
output Job Name: (required:
Test1ob
Description:
Start2ob:
(@fmmediately

(©pn: (20140131 0 |z

Time Zone:  America/Los_Angsles - Pacific Standard

Recumrence: None | Simple | Calendar

Previous  Next  Cancal





image10.png
f Washington St?te Department’of
Enterprise Services




