To schedule a standard report to run at a future date/time:

AFTER you select a report and enter the parameters and 

BEFORE you submit your request you will need to do the following:
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Click the Schedule button to change the Schedule Date/Time
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Click the Completion Options button to create printable output vs HTML output.






Your request will show as Phase: Pending, Status: Scheduled


Note: If you requested zero (0) copies, you might want to note your request id number so you will know which request to go back in to print the results once your request has run.













2. Click in the “Run At” text box and request a “List of Values” by: 





Clicking the LOV Icon,  


                 or


Holding down the <ctrl> key and typing  an  L”.





1. Select “Once” form the “Run the Job..” Options.





1. Change the Date and Time to the desired values.


 (Example: for November month-end values please select date/time values of Monday, December 3rd, between 12:01 am and 8:00 am.)





2. Then Click OK.





Click OK





1. Click in the “Printer” text box and request a “List of Values” by:


  


Clicking the LOV Icon,  


or


Holding down the <ctrl> key and typing an “L”.





Select a printer for in your area from the list.





2. Set number of Copies


You may leave the number at zero and print it later, or change the number of copies to 1 to print automatically after the report completes.





3. Click OK





Click Submit Request.





3. Click OK








