’ SOUTH KITSAP
SCHOOL DISTRICT

CROSS PRODUCT — TASKS FOR FINANCIAL DATA MINING REPORTS

Tasks can be set up within the Skyward system which allows you to schedule reports to run on a re-occurring
basis and notify you by email once the task is complete.

For more information, please see the WSIPC Guide to Skyward’s School Management System

To set up a re-occurring report to run automatically go to Budgetary Data Mining WF/AM/RP/DM.
1. Select the report you wish to set up as re-occurring. (Take note of the Report Type, and whether it is a
Summary or Detail Report).
2. Click Schedule This Report.
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3. Select the Runtime Parameters for a Summary or a Detail Report as follows:
e For Summary Report Types select the Reporting Month you want to see displayed.
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e For Detail Report Types select a Start Date and End Date.
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4. Click Schedule This Report.
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Complete the Task Information section of the Scheduled Task Maintenance screen.

Click the radio button to select the appropriate Task Status.
Type a Task Description (if you want to change the default description).
Select a Start and End Date for the task to run.

Check the Day(s) of the week the report will run (see definitions and examples on the next page).

5
6
7.
8. Enter a Start Time between 4:30 to 10:30 PM to avoid conflicts with nightly server maintenance.
9.
1

0. Check the boxes of the Month(s) of the year in which you want the task to run.
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* Task Description: [Invoice Listing - Default
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Days of the week definitions and examples

Occurrence (s) of the day in the month (1-5)
Specific day of the month (1-31)

Week(s) of the month (1-6)

e Occurrence(s) of the day in the month (Recommended). Select, for example, the first
Monday, or the Third Wednesday, etc.

Day(s) of the week
Mon M Tue Mwed T Thur M Fn T sat T sun

Occurrence(s) of the day in the month (1-5) zl
7 First [ Second I Thid T Fourth ClRfth ™ soth

Month(s) of the year
F January  February ¥ March ¥ Al May F June
oy F august = September ¥ October & Movember ¥ December

e Specific day of the month. In this example, keep in mind that if you select a specific day, (the
30™) and don’t check Sat and Sun, the task will only print if the 30" lands on M-F. A better set
up would be to check all the days of the week so that the task would run on any day in which the

30t falls.

Dayfs) of the week 1 May, 2015 »
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o 2
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o Week(s) of the month. For this option you select the day of the week (M-Su), and the week of
the month (first — sixth) you want the task to run. Keep in mind the task may not run if Monday
was selected for the first week of the month and that particular month doesn’t have a Monday on
week one because the first day of the month starts on Wed.
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Month(s) of the year 26 27 28 29 30 31
& January 7 February ¥ March F aprl May ~ June
 August  september & October ¥ November ¥ December
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11. Type an Email address of the employee who should get the results of the task. (optional)
o Recipient will receive the full report, as it was run, regardless of their account clearance. Users
must schedule their own tasks for the system to honor their account clearance.
¢ Send an email to multiple employees using ; (with no spaces) between the names.
12. Check the box Add to Notifications widget in SkyPort when completed if you wish to add a
notification to the Skyward desktop home page. (optional)
13. Search for the users to receive the notification in User Selection. (optional)
14. Click Add to include the selected name on the list.

Additional Export Options
' Spreadsheet Format: [Microsoft Office 2007+ (x1 vf
10 Spreadsheat Format will only apply to reports that produce spreadsheets
] Email Results To: [Nystrom@skitsap.wednet.edu |
Type Email e
Export Location:
' Click Add il
Notifications
Task Manager
Add to Notifications widget in SkyPort when completed.
12 N User Selection: ||| v Add Click Add
Search Selected Names: [NYSTRCHR00O0 - Nystrom Christine E | oy—
User Name ZARIFSTE0O0D - Zarifes Stephanie Elaine =
Remove All

FTP - Upload the results file to the selected FTP Connection
ETP Connection:
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