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SWIFT allows you to schedule queries and reports to be run at a specific time, instead of at the moment you
request them. You can also schedule queries to run on a recurring basis, for example, daily, weekly, or monthly at
a set date and time. This Guide covers using the Process Scheduler feature to schedule a query to run one time
or on a recurring basis.

Locate the query you wish to schedule:
•

The most common search method is by the query name (A).

•

Click the “Schedule” link (B) for the query you want.

1|Page-Quick Reference Guide

To schedule a query you must use a Run Control ID. If you have run this query on a schedule before, you should
use the same Run Control ID you used then.
•

To use an existing Run Control ID, click the “Find an Existing Value” tab (A), then search for the Run
Control ID.

If this is the first time you are running this query on a schedule, you must create a new Run Control ID.
•

Enter the new Run Control ID (B). Remember, you may need to use this value again if you schedule the
query again, so the Run Control ID should be something meaningful.

•

Click the Add button.

After creating a new Run Control ID (or selecting and using an existing Run Control ID), you then enter the
parameters for your query. The layout of this screen depends on the query you selected. The screenshot shown
is just an example based on the specific query used for this Guide.
•

Enter the necessary query parameters.

•

Click the OK button.

On the “Schedule Query” page, SWIFT displays the query parameters you selected, and asks for a description of
the query to be run.
•

Review the query parameters (A).

•

If you need to make changes, click the “Update Parameters” link (B) and correct the values.
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•

Enter a description of this query (C). The description should be indicative of what you are querying. It will
appear in the search results if you run the query again and search for an existing Run Control ID.

•

Click the Apply button to navigate to the Process Scheduler Request page.

The Process Scheduler Request page allows you to either run the query immediately, or schedule it to run at a
future date and time. You can also set recurrence options so that the query runs repeatedly using the same
parameters. Note: If you need to use different parameters, you will need to follow the steps in this Guide again to
establish different criteria and set a different schedule for that query to run on.
•

By default, the Run Date and Run Time fields (A) show the current date and time. If you click OK without
changing these fields, the query will run immediately.

•

The Description and Process Name (B) will always read “PSQUERY.” This same page is used to schedule
other processes and reports. In such cases, the Description and Process Name are specific to what is
being run. In this case, though, “PSQUERY” stands generically for PeopleSoft Query.

•

The Type and Format dropdown lists (C) indicate how the results of the query will be output. The defaults
are “Web” and “TXT.” Using these settings, the report, in text format, will be delivered to the requester’s
Report Manager. There are other options, however, for both fields:

In most cases, the default “Web” is appropriate. This will deliver the query results to the Report Manager of the
requester.
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The only other options most users might choose are “XLS’ to output the results in Microsoft Excel format, or
“PDF” to output an Adobe Acrobat pdf file.

Here is the Process Scheduler page with the query set to run at a future date and time:
•

The Run Date is changed to two days from today

•

The Run Time is changed to 1:00 in the morning.

•

The Time Zone will default based on the user’s ID settings. You only need to change this if you want it to
run based on a different time zone.

When the SWIFT system clock hits 1:00 AM on the 27th, this query will run automatically using the query
parameters you established.
Note: If necessary, you can click the Reset to Current Date/Time button to restore the default settings.
This example does not have recurrence set, however you could choose to add that setting if desired. You can use
the recurrence setting in combination with the date and time settings to establish the first instance of the recurring
query. There are many Recurrence options:
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For details on what each recurrence option means and when it runs, navigate in SWIFT to PeopleTools,
Process Scheduler, and Recurrences.

When you are done setting the date and time for your scheduled query, click the OK button. The query will run
when the system date and time matches the scheduled date and time. If you set recurrence, the query will run
again based on that setting.
The query results will be available based on the output Type and Format settings you selected.
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