13 April 2023

Schedule a Query

Introduction This guide provides the procedures for scheduling a query in Direct
Access (DA).

Information ¢ Use this component to create/program a query to run a report that is
commonly used/accessed and is NOT already a report link in a pagelet.
e This will increase performance and ensure long running queries do not
timeout.

Procedures See below.

Step Action
1 From the NavBar: Menu, select the Schedule a Query option.
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Continued on next page
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Schedule a Query, Continued

Procedures,
continued

Step Action
2 Select the Add a New Value tab.

Schedule a Query

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value Add a Mew Valus

Search Criteria

Search by: | Run Control ID v |begins with

[ case Sensitive

Search Advanced Search

Find an Existing Value | Add a New Value

3 Name the query (Run Control ID) something you will remember and click
Add.

NOTE: Once you establish the name of the query, you can use that name for all
future queries of this report.

Schedule a Query

Find an Existing Value Add a New Value

*Run Control ID| ABC |

Add

Find an Existing Value | Add a New Value

4 Click Search to see a list of all available queries for your user roles.

Schedule Query

Run Control ID  ABC Report Manager  Process Monitor Run
Query Name

*Description

[5] save E: Add || 5 Update/Display

Continued on next page
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Schedule a Query, Continued

Procedures,
continued
Step Action
5 The list of available queries will display as hyperlinks with the Query report

name. Scroll to the appropriate Query link or go to Step 6.

Scheduled Query Search Page

Return

Help

“Query Type: | Queries v

Query: Search

Query Personalize | Find | View 100 | 0| [ | First (¢ 109-1200f 1486 (b Last |
CG_AUDIT_USERS_BY_OPRID Report User Audit by User Public
CG_AWAITED RSV Retiree Awaiting Age 60 Public
CG_AWE_COMPLETED_CLOSE Completed Closings Fublic
CG_AWE_COMFPLETED_XFER Completed Transfers Public
CG_BAH_COLA | BAH and COLA Report Public
CG_BAH_DEPENDENT_DATA BAH Dependent Data Public
CG_BAH_DEPEMDENT_DATA_COMPANY |BAH Dependent by Company Public
CG_BAH_DEPEMDENT_DATA_DEPT BAH Dependent Data by Dept Public
CG_BAH_DEPEMDENT_DATA_EMPLID  |BAH Dependent Data by EE Public
CG_BAH_DEPEMDENT_DATA_MAIN BAH Dependent Data Public
CG_BAH_DEPEMDENT_DATA_MAINA BAH Dependent Data Public
CG_BAH_DEPEMDENT_DATA_SPO BAH Dependent by SPQ Public

The search may be narrowed by entering search criteria in the Query field and

clicking Search. Click the appropriate Query link.

Scheduled Query Search Page

Return

*Query Type: | Queries ~ Halp
Query: |co_BAn Search |

Query Personalize | Find | View Al | (| [ First (4) 1-120f12 (») Last
CG_BAH_COLA BAH and COLA Report Public
CG_BAH_DEPENDENT_DATA BAH Dependent Data Public
CG_BAH_DEPENDENT_DATA_COMPANY |BAH Dependent by Company Fublic
CG_BAH_DEPENDENT_DATA_DEPT BAH Dependent Data by Dept Public
CG_BAH_DEPENDENT_DATA_EMPLID BAH Dependent Data by EE Public
CG_BAH_DEPENDENT_DATA_MAIN BAH Dependent Data Public
CG_BAH_DEPENDENT_DATA_MAIN1 BAH Dependent Data Public
CG_BAH_DEPENDENT_DATA_SPO BAH Dependent by SPO Public
CG_BAH_DEPENDEMT_VERIFY_DATA BEAH Dependent Verify Response Fublic
CG_BAH_DEPENDENT_VERIFY_DEFT |BAH Dep Verification - Dept Public
CG_BAH_DEPENDENT_VERIFY_SPO BAH Dep Verification - SPO Public
CG_BAH_HISTORICAL_CERT BAH Historical Cert Public

Continued on next page
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Schedule a Query, Continued

Procedures,
continued

Step

Action

7

Depending on which query is selected, additional information might be required
before moving forward. In this example, the Set ID and the Deptid — SPO
Deptid are required for the CG BAH COLA report. Click OK.

Help
CG_BAH_COLA

Set ID (Use 00010 for CG) 00010 |3
Deptid - SFO Deptid (Reguired) | 007527

—

Click Run.

Schedule Query

Run Control ID  ABC Report Manager  Process Monitor Run
Query Name | CG_BAH_COLA Search

*Description BAH and COLA Report

Update Parameters

Prompt Mame Value

SETID [oo010

]

DEPTID [007527

e

[5] save

Ek Add || 5 Update/Display

Select PSUNX from the Server Name drop-down and click OK.

Process Scheduler Request

Help
User ID 1234567

Run Control ID ABC

Server Name| PSUNX v Run Date | 11/14/2022 El
Recurrence | v] Run Time | 11:02:45AM Reset to Current Date/Time
Time Zone Q,
Process List
Select Description Process Name Process Type *Type *Format Distribution
PSQUERY PSQUERY Application Engine Distribution
Cancel

—

Continued on next page
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Schedule a Query, Continued

Procedures,
continued

Step Action
10 | The Process Instance will display. Click the Process Monitor link.
Schedule Query
Run Control ID  ABC Report Manager Run

| Frocess Iﬂstance:'32036‘|

Query Name CG_BAH_COLA Search

*Description BAH and COLA Report

Update Parameters

Prompt Name Value
SETID [oo010 P
DEPTID [007527 4

[F] save [E} Add || 5| Update/Display

11 Click Refresh until the Run Status shows Success and the Distribution Status
shows Posted. Click the Details link.

NOTE: Depending on the size of the query, this could take a long time. Feel
free to continue working on other things, returning periodically to check the
status.

Process List

View Process Request For

UserID 1234567 Q Type ~ Last ~ 1 Days v
Server v Name Q | Instance From Instance To Report Manager
Run Status v Distribution Status v Save On Refresh

Process List

‘ 5 ‘ | Q ‘ -1of1 | Viewal
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status 2;::3:“t'°n Details
1320361 Application Engine PSQUERY 1234567 11/14/2022 11:02:45AM PST | Success Posted Details |

Go back to Schedule a Query

Continued on next page
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Schedule a Query, Continued

Procedures,
continued
Step Action
12 | Click View Log/Trace.
Process Detail x
Process Help
Instance 1320361 Type Application Engine
Name PSQUERY Description PSQUERY
Run Status Success Distribution Status Posted
Run Update Process
Run Control D ABC Hold Request
Location Server Queue Request
s PSUNX Cancel Request
srver O Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On  11/14/2022 11-06-43AM PST Parameters Transfer
Run Anytime After  11/14/2022 11:02:45AM PST Message Log View Locks
Began Process At 11/14/2022 11:06:57AM PST S
Ended Process At 11/14/2022 11:07:12AM PST

Report

ReportlD 1344631
Name PSQUERY
Run Status  Success
BAH and COLA Report
Distribution Details

Distribution Node RPTNODE
File List
Name

AE_PSQUERY_1320361.stdout

CG_BAH_COLA-1320361.csv

Distribute To
Distribution ID Type

User

Process Instance 1320361

Click the Querz name (usuallz ends in .csv) link.

View Log/Trace

Process Type Application Engine

Expiration Date  12/29/2022

File Size (bytes)

289 11/14/2022 11:07:12.990917AM PST
259 11/14/2022 11:07:12.990917AM PST
Distribution ID

1234567

.:EI

Datetime Created

X

-

Help

Continued on next page
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Schedule a Query, Continued

Procedures,
continued

Step Action

14 | Save the report to a file/folder on your computer.

This PC Downloads
Organize « New folder
Name Date modified

Mo iterns match your search.

B Documents

Downloads
Music
a8 Windoy
£ NetA
== Puhlic
File name:

Save as type: | Microsoft Excel Comma Separated Values File

» Hide Folders

15

# Quick access
i D P
Downloads
B3 Pictures
| ERET

16 | The Results of the query will display in an Excel spreadsheet format for

=] -
Home | lnset  Pagelayout  Formulss  Data  Review  View  ACROBAT @ Tell mewhatyou want to do
C T4 L. =
I Cut Calibri 11 - A A == & EfWapTe General - o # | Normal Bad Good
ER Copy ~ 3
b 2 T e $ % s g Condtiona Formetos [T Expicnctory..
Sromatpanter B T U H- DA === E=35 EMerge& Center $-% > B S e P
Clipboard [ Font [ Alignment [ Number [ Styles
Al = fe D
A B C D E F G H | J K L M N ] P Q R S
11D Job Title _ Last First Nami Middle  BAH Qtr S{BAH Eff D: BAH Zip € Unit Zip CiSpouse in # Depend Conus Col CCOLA Zip OCOLA Re OUTCONU OHA Local # OCOLA L Dept ID__ Dept
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