ALDER Report Scheduling
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ALDER Report Scheduling

Often, a report is needed on a recurring basis, daily, weekly, monthly or annually. A
scheduled report can be delivered to an ALDER (BI) inbox or as a document (PDF
or Excel) through email.

Reports cannot be scheduled from the ALDER Enterprise folder; however, they can
be scheduled from department folders. When reports are scheduled from department
tolders they are associated with that individuals ALDER security. If that individual
changes departments, their ALDER security changes and the reports will need to be
re-scheduled by another department employee.

Basics of Scheduling Reports
While in the report list, highlight the report to be scheduled and right click. Select

“Schedule”

! IFIN6500 TA Regad

b | IFIN6700 Feder VW et
Properties

* | IFIN6900A USD

» | FiNesooE usel  Modfy
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Mobile Properties

* | IFIN6S0OH HSS
History

» | IFIN6920 AR C¢ g
Categories

* | IFIN7010 IPO O
» |IFIN8001 PCarc ~ Document Link

* |IFIN8002 PCarc  New > Ivis
* | IFIN8010 Detail Organize >

* | IFIN8015 Detail Send 5 Fof
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* | IFINB030 Detail iransacuons vy An- uwhdi
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ALDER Report Scheduling

Alternatively, the “More Actions” button can be used. With the report to be
scheduled highlighted, select the “More Actions” button and “Schedule”.

More Actions = Details

. Modify
r‘? Schedule

Mobile Properties

“5 History

éi\ Categories

Document Link

The schedule generator will appear, depending on the report needs, not each area

needs to be completed.

+ Schedule

Caching
Recurrence and
Prompts Scheduling
ZZT Server
Eveﬂ; < Group are
not used In

Scheduling Server Group s

pestvatione ALDER.
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ALDER Report Scheduling

Instance Title

Reschedule — FY18 PCard Outstanding Transactions

w Reschedule

Replace

Recurrence

Prompts

Formats

Caching

Events

Scheduling Server Group

Destinations

Recurrence

Instance Title

|F¥18 PCard Outstanding Transactions

The instance title defaults to the report name. If
scheduling the same report multiple times with
different parameters, the instance title should be
changed to reflect each set of parameters. For
example, if scheduling a department report for
multiple divisions within the department, each
instance should include the division title.

Recurrence identifies how frequently the report should generate.

w Schedule
Instance Title

Prompts

Formats

Caching

Events

Scheduling Server Group
Destinations

A report can be scheduled to run at various intervals, such as now, daily, monthly or

Recurrence
Run object: Now

object wil ry LR
Once

Hourly

Daily

Weekly

Monthhy

Nth Day of Month
1st Monday of Month
Last Day of Month

X Day of Nth Week of the Month

Calendar

[~]

on a certain day of the month. Although the option is available, it is not

recommended to schedule reports hourly. ALDER is updated from IRIS each night,
running a report hourly does not provide updated information throughout the day. In

addition, an hourly report consumes the limited resources of the server.

If the report is to be generated only during the work week, select weekly and the

Monday through Friday checkboxes.
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ALDER Report Scheduling

w Schedule Recurrence

Run object: Weekly -
Object wil run every week on the following days.
[[IMonday [ |Friday

Instance Title

Prompts [ | Tuesday [ | Saturday

Formats [] wednesday [ | Sunday

Caching [ Thursday

Events Start Date/Time: 02 ~ 01 * PM ~ 4/10/2016 it
Scheduling Server Group End Date/Time: 02 ~ 00 v PM ~ 4/10/2026 i
Destinations

When setting up a recurring report, the start date will automatically populate the
current date. If the desire is to have the report available at the beginning of the
business day (generally 8:00am), the start time should be set as 11:59pm. Leave the
end time unchanged.

Prompts
Prompts provides the opportunity to change the query prompts. If the input prompts

are acceptable without change, this step can be skipped. Be patient, it takes time for
the “Modify” button to appear.

If scheduling the same base report multiple times with different queries, it is helpful to
name each instance of the report in the Instance Title. For example, if scheduling a
departmental report for each division, the instance title could include the name of
each division.

* Schedule Prompts
) Modify values for: IFINGS00 TA Report
Instance Title
R 1. Select Report Date: CURRENT
ecurrence 3. Select Department(s): 05 - Department of Education and Early Development

Select Document Additional Information TA
Type(s):

Formats Select Document Type Code(s): ALL

Caching

Events
Scheduling Server Group

Destinations

Select “Modify” to get the query prompts.
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ALDER Report Scheduling

The normal query box will appear.

1. Select Report Date:

* 1. Select Report Date: CURRENT
* 3. Select Department(s): 05 - Department of Education and E

Refresh Values ¥3. CURRENT

To see the content of the list, click G
* Select Document Additional Information Type(s): TA the Refresh values button

* Select Document Type Code(s): ALL

< >

* Required prompts

Apply | Cancel

For a report that is scheduled to generate on a recurring basis, the scheduled instance
stores a set of prompt values. Any saved changes to the visual appearance of the
report will appear in the next scheduled run, but the prompts remain with the

scheduled instance.

For example, if result objects have been added to the saved report, they will be
included on the next version of the scheduled report. If a new query filter has been
added to the saved report, the scheduled report prompts remain the same. If the new
query filter has a default value, the scheduled report will generate with that value. If
the new query filter has no default, the scheduled report will fail. If the report is a
structure report and selecting the context is required, the scheduled report will fail.

Context Selection

Select a context for AR

A descriptionis
available for every
context selection.

Description:
Use this context for StrsctUre reports. ———mm

Ok Cancel
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ALDER Report Scheduling

Choose a format for the output.

w Scheduie
Instance Titke
Recurrence
Prompts

Caching

Events

Scheduling Server Group
Deestinations

Caching

Formats

Output Format

Web Inteligence
] Microsoft Excel
Adobe Acrobat

Comma Separated Values{CSV)
Plan Text

Output format allows a scheduled report to be
sent as a Web Intelligence report, an Excel file,
Adobe Acrobat (PDF), CSV or Test (TAT) file.
Keep in mind that if a report is sent as an Excel,
CSV, PDF, or Text file, all secunty restrictions
foa report no longer apply and the user can see
everything that is on the report.

The Web Intelligence output format 15 a report
within ALDER.

This section is not used.

Events

If scheduling a report to generate on a recurring basis (daily, weekly, monthly, ect), it

is critical to add “IRIS Financial Update Complete” as an event to wait for.

Select “System Events”

C
w Schedule

Instance Title
Recurrence
Prompts
Formats

Caching

Scheduling Server Group

Destinations
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ALDER Report Scheduling

All events available to the user (based on security rights) will populate under the title.

Title ~

AKSAS Update Complete

IRIS Finandal Update Complete

IRIS Finandal Update Complete - PRIORIT

"AKSAS Update Complete” is not needed for

| | AKSAS reports, as AKSAS has been

decommissioned and will no longer have updates.

"IRIS Financial Update Complete” is the refresh of

financial information from IRIS.

"IRIS Financial Update Complete - Priority” is only
available to Agency Advocates to schedule priority
reports. Reports with this event begin 10 minutes
befare other reports.

Alternatively, in the “find title” field, enter “IRIS”. The title field should populate
with “IRIS Financial Update Complete”.

v Schedule Events

Instance Title Available Events: 2 Events to wait for:
Recurrence M 4 |1]of1 » M Find Tite | |IRIS| # M 4 ]1|/of1 » M
Prompts - T - 3
Formats #= Find resuit for "IRIS" in "Events" Q ‘TIUE ' Bath 0 it »
T .
Bl ¢ % IRIS Financial Update Complete Events/System Even | e
Cachin 1 SN e | pdate Comp /5y il _

[2) system Events
Scheduling Server Group

Destinations When scheduling an ALDER report,

1. Selectthe "Events" folder
2. Searchfor "IRIS" in the Find Title field
3. Move the "IRIS Financial Update Complete" field from available events to events to wait for.

Move the resulting object to the “events to wait for” table. This will prevent the
report from generating, no matter what time selected, until after the IRIS financial
update is complete. Without this event, a single report can delay or even crash
the nightly refresh of data from IRIS to ALDER. Without this event, the
validity of the data returned is questionable.

 Recurring reports that do not include the “IRIS Financial

Update Complete” event are subject to being paused by the ALDER team
WITHOUT WARNING.
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ALDER Report Scheduling

Scheduling Server Group

This section is not used.

Destinations
If sending the document to another users ALDER inbox, select the BI Inbox
destination.

Schedule — DEED Fund Sufficiency

w Schedule Destinations

Destination:
Instance Title

Default Enterprise Location

Recurrence
Default Enterprise Location
Prompts
Formats
Email
Caching
FTP Server
Events

File System
Scheduling Server Group yst

A search can be performed on the employee ID (Title) or the employee name. Using
“Find Title” is a search for six digit employee ID. Select “Find Full Name” and enter
search criteria.

Destinations

Destination:

[BI Inbox v

Keep an instance in the history

O use default settings

Available Recipients: Selected Recipients:
M 4| 1]of14+ p Find Title ™ |@h M 4| 1]|9f1
+| Find Title
o~ User List | [ |ive Full Name [ | itle »
Find full name
&8 Group List & | ooog Geri D Henricksen @
22 & | ooo19s Kris K Curtis
" L.22 Group Hierarchy
& |101325 Christopher Brown
& | 109289 Alban L Burton
- & | 110160 Brad D Waldron

& | 111002 Strong, Pauline N
& 117787 Madrilena Bradley
& | 122733 Betsy M Torres
& | 129838 Karen P Morgan y
< >
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ALDER Report Scheduling

Select the binocular symbol be patient.

Available Recipients:

4 M of 1, Find full name '|a||ison |@'E|(

E .

Find result for "allison" in "User

[ | rite Full Hame

. i | Stephanie L Allison
Bl < Find refinement "allison" - ) o
. & | 259314 Allison, Patricia
- R &, | ADWCSLA stephanie Allison

L2151
[ €25 Group List

If there is a need to search for a second name, the User List on the left must be
selected first.

Available Recipients:
M 4 [1]|ofl p )
El- 4 Find result for "allison” in "User
List"
4 Find refinement "allison"

# C8 Group List

e

) %2 Group Hierarchy

Find fullname ™ alison | PR ILI ofl )
[ mite Full Name [) |Title » Ful Name
255538_new Stephanie L Allison Mo Items

259314 Alison, Patrica

336262 Allison P Lih |
ison P Lihou > |-
T P—

When the user has been
identified, select the arrow to
move the individual(s) to the
"Selected Receipients" box.

&
&
&

Selected Recipients:

Fin alison | o L |L| of1 )
PO | Titke | Full Name | [) |Title » | Full Name |
2 | 250314 Alison, Patricia 8 |255538_new |Stephanie L Allson |
o | 338262 Allison P Lihou
2 | ADWCSLA Stephanie Allison
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ALDER Report Scheduling

If the report will be sent via email, fill in the information on this screen. If sending to
yourself, use your email address in both the “From” and “To” fields.

Destinations
Destination:

Email -
Keep an instance in the history
[ use default settings

From: Add Placeholder ~
To: Add Placeholder
Cc: Add Placeholder ~
Bcec: Add Placeholder «
Subject: | Add Placeholder ~
Message:

Add Placeholder ~
Add Attachment
File Name:
(@) Use Automatically Generated Name
() Use specific Name | || Add Placeholder ~
Add File Extension

Destinations
Destination:

The scheduler defaults to
|ElI Inbox w

"Keep an instance in the

£ Keep an instance in the history history". If an instance does
[I'Use default settings not need to be kept, the box
should be unchecked.

When all of the scheduling criteria has been completed, select “Schedule” in the lower
right-hand corner.

Schedule Cancel
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ALDER Report Scheduling

Scheduling Reports for the Same Day

There are many reasons to schedule a report to generate the same day, rather than

simply running a report while in the system. By scheduling a report, users can remain
productive and not have to monitor ALDER report execution.

A report scheduled to run on the same day, should have:

1. Recurrence = Now, or Once

Recurrence

Fun object: | Moy -

Obiject will run now.

If using “Once”, the date and time should be set as the current date and a
time prior to 8:00pm. A recurrence of “Now” will not necessarily execute
immediately, it depends on the volume of reports already in the que.

Recurrence

Run object: | Once vl

Object will run once only.
Start Date/Time: |01 |44 «||PM  |/29/2018 |
|

B

End Date/Time: |01 ~|[44 «|[PM . |E/25/2028

2. Events = this does not need to be populated only for non-recurring reports
set to generate on the same day.
Report History

By default, a scheduled report is only visible by viewing the history of the report. With
the scheduled report highlighted, right click on the report and select History, or use
the More Actions drop down menu.
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G:\Shared\ALDER\User Guide\1024_ALDER_Report_Scheduling.docx
Date: 7/11/2018

Author: S. Allison




ALDER Report Scheduling

| | PCard Documents Posted to In View
View Latest Instance
Properties More Actions ~ | Details
Modify Maodify k
Schedule Schedule E
Mobile Properties Mobile Froperties i
Categories I % Categories
Documnent Link: Document Link
Mew >
Organize >
Send »
Details

From the history list, each version of the scheduled report is listed. The status column
indicates the status of the specific version of the scheduled report.

Status Success - indicates the scheduled
report was executed, not that it
Success reached completion. A report could
SuCCess reach the timeout I!mit_ not contain
any results, and still have a status of
Success SUCCess.
Paused Faused - indicates that a scheduled
Recurring report has been paused.
Failed Recurring - the parameters of the
recurring report.
Failed - indicates that the report did
not execute.
Pending - indicates the report is in a
queue waiting for processing.
Funning - indicates report actively
being processed.
pg. 13
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To determine why a specific report failed, select the blue status for specifics. By
selecting the status of recurring, the schedule parameters are viewable.

Status

Title: F 15 PCard Qutstanding Transactions

Document Type: Microsoft Excel

Status Recurring

Destination: Mail the instance to: "[stephanie.alison @alaska.gov]”™ with a
Owner: 255538 _new

Creation Time: 4(13/2013 11:55 AM

Mext Run Time: 762018 3:00 AM

Waiting for event(s): IRIS Finandial Update Complete

Recurrence Type: Object will run every week on the following days:Friday
Parent Object Path: User Folders/255538_new,/DOF FinalManitoring/PCardf
Remote Instance in Federated Cluster: Mo

Expiry: 4(19/2028 11:54 AM

Formats: Microsoft Excel

Parameters:

Each instance of the report is listed with the date, time and status of the report.

Instance Time ¥ Title Status Created By Type Parameters

|Ju| 11, 2018 9:05 AM ICRL and CR2 Documents Deposited Posted to Wri Success 255538_new Microsoft Excel CURRENT; CURRENT ;PRIOR; ALL
Jul 10, 2018 9:24 AM ['cR1 and CR2 Documents Deposited Posted to Wrd Success 255538_new Microsoft Excel CURRENT ; CURRENT ;PRIOR; ALL
Jul 10, 2018 9:22 AM CR1 and CR2 Documents Deposited Posted to Wrd Success 255538_new Web Intelligence CURRENT; CURRENT ;PRIOR; ALL
Jul 10, 2018 8:58 AM CR1 and CR2 Documents Deposited Posted to Wrd Paused 255538_new Web Intelligence
Jul 9, 2018 7:35 AM CR1 and CR2 Documents Deposited Posted to Wrg Recurring 255538_new Microsoft Excel
Jul 7, 2018 9:42 AM CR1 and CR2 Documents Deposited Posted to Wrg Success 255538_new Web Intelligence CURRENT ; CURRENT ;PRIOR; ALL
Jul 6, 2018 9:53 AM CR1 and CR2 Documents Deposited Posted to Wrd Success 255538_new Web Intelligence CURRENT; CURRENT ;PRIOR; ALL

Each successful instance can be viewed by selecting the blue instance time or report
title. If the report format is Excel, selecting the report instance will generate an
option to open the report in excel or save the file.

x

You have chosen to open:

i] CR1 and CR2 Documents Deposited Posted to Wrong FY.xdsx

which is: Microsoft Excel Worksheet
from: https://alder.state.ak.us

‘What should Firefox do with this file?

(® Open with | Microsoft Excel (default) -

() Save File

[] De this automatically for files like this from now on.

oK Cancel

If the report format is Web Intelligence, selecting the report instance will generate the

report in a new tab for the instance selected.
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With status line of recurring highlighted, right clicking provides a menu of options.

o [rearpemmsiiipany Mo

History Status
Organize - Provides the option to delete

— ’ the scheduled report entirely.

Pause Pause - Pauses the scheduled report
Run Now Run Now - Runs the report after the IRIS
Reschedule Financial Update event

Reschedule - Frovides the entire menu
for report scheduling, any element can be
changed and will adjust the entire
schedule.

Additional Information on the Report Scheduler
The report scheduler triggers a report based on two factors:

1. The IRIS Financial Update event being completed
2. The scheduled start time for the report being reached

The IRIS Financial Update event activates once a day, any scheduled report that exists
when it is activated are flagged for execution. If a report is scheduled after the IRIS
Financial Update event has been activated and includes the update event, the report
will be flagged the next time the IRIS Financial Update event activates. Once the
scheduled report has been flagged and the scheduled start time criteria has been
reached, the scheduler executes the report and resets the execution flag. This process
operates the same no matter what the specific time the report is scheduled.

Consider the following scenarios:

e Ifon7/1at11:00am (after the IRIS Financial Update event has been activated)
a report is scheduled for 11:59pm, the report will run on 7/2 AFTER the
completion of the IRIS Financial Update event.

e Ifon7/1at11:00am (after the IRIS Financial Update event has been activated)
a report is scheduled for 10:00am, the report will run on 7/2 AFTER the
completion of the IRIS Financial Update event and not before 10:00am.
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e Ifon7/1at11:00am (after the IRIS Financial Update event has been activated)
a report is scheduled for 3:00pm. The report will run on 7/2 AFTER the
completion of the IRIS Financial Update event and not before 3:00pm.

e Ifon7/1at11:00am (after the IRIS Financial Update event has been activated)
a report is scheduled for 10:00am but fails to include the IRIS Financial
update event. The report will run on 7/2 at 10:00am. However, the validity
of the data is questionable and if the IRIS Financial Update event has
not occurred by 10:00am, the report could both slow the entite system or

completely crash the system.

{ - Recurring reports that do not include the “IRIS Financial
Update Complete” event are subject to being paused by the ALDER team
WITHOUT WARNING.
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Using the Weblntelligence Folder

Each user has a ~Weblntelligence folder in their personal ALDER folder.

My Documents
S

' My Favorites When the ALDER session

0 _oLp meox times out, the program writes
[ _ any current report to the
~Weblnteligence ~folder, the report stays there
L ALDER 201 until the user retrieves it.

') ALDER 201 Exercises

To open items in the Weblntelligence folder, go to the folder and select the report.
¥ Documents Title =

]

"5 My Favarites 8873402_HSS FY18 RE Review Posting_8927598

"0 _oLp mBox 8873505_DOT FY18 RE Review Posting_0

8873505_DOT FY18 RE Review Posting_8930020

7 ~WeblInteligence

8873505_DOT FY18 RE Review Posting_8930382
8908527_DOT FY18 RE Review Posting_0

") ALDER 201

. T T W T
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