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Navigation in Portal for 
 

Schedule a Query 

Purpose The primary purpose of the Portal for Direct Access Users is quick and easy 
navigation directly to specific information within Direct Access.  With just a click on 
the hyperlink of choice from the desired pagelet the user may navigate to carry out 
various business processes. 

 
The Schedule a Query link is located on the main enterprise menu as follows: 
 

 
 
The Portal Link Navigation for the Schedule a Query is as follows: 
 
Portal Link Description Navigation 
Schedule a Query Use this component to schedule a 

query to run through the process 
scheduler.  This will increase 
performance and ensure long 
running queries do not timeout. 

Home 
 Schedule a Query 
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How to Schedule a Query 
 
Purpose The “Schedule a Query” functionality allows users to schedule a query to run 

through the process scheduler.  This will increase performance and ensure long 
running queries do not timeout.  The results of scheduled queries are routed to the 
Report Manager and are visible in the “My Reports” pagelet. 
 

 
Step Action 

 

1 
 

To navigate to the Schedule a Query page, click on the Schedule a Query hyperlink from the 
Enterprise Menu. 
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Step Action 
 

2 
 

To Schedule a Query, you must have a Run Control set up.  If you have already created a Run 
Control ID, you may: 

o Type the ID in the “Run Control ID begins with” field and click Search.  The 
“Inbound Interface” page will be displayed.  Go to Step 4. 

o OR you may just click Search. 
 

 
 
The available Run Control IDs will display. 
 

 
 
 
Select your Run Control ID by clicking a hyperlink under Run Control ID. 
 
Go to Step 4. 
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Step Action 
 

3 
 

If you have not already created a Run Control ID, you will need to do so before proceeding. 
Click on the Add New Value tab: 
 

 
 

Enter “Sched_Qry” in the Run Control ID field. Click on the Add button. 
 

 
 
The new Run Control ID will be created.  
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Step Action 
 

4 
 

The Schedule Query page will display. 
 
If a Query Name exists in the box, clear the contents of the Query Name box to search through a 
list.  The Run Control will save the last query run.  If you wish to re-run the same query as is 
already displayed in the Query Name, skip to Step 6. 
 

 
 
Click Search to produce a list of queries you are authorized to run. 
The Scheduled Query Search Page will display.  Note:  The Query Type should be “Queries”. 
 

 
 
The Query Names are listed as hyperlinks with the Query Description (report name) displayed to the 
right of the hyperlink. 
 



  Page 8 of 13 

Step Action 
 

5 
 

Select the query you wish to schedule. 
For example, click the CG_TCC_HIERARCHY_TREE_LISTING hyperlink to schedule the 
Hierarchy/DeptID Relationship query to the Process Scheduler. 
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Step Action 
 

6 
 

The Schedule Query page will be displayed with your query selection indicated in the Query Name 
box. 

 

 
 
Click Run.  The Process Scheduler page will display. 
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Step Action 
 

7 
 

Select PSUNX from the dropdown for Server Name, if not already selected. 
 

 
 
Click OK to submit request to scheduler. 
 

 

8 
 

The Schedule Query page will re-display, but with the Process Instance number under the Run 
button.  The process instance number is assigned by the system as processes are submitted to the 
Process Scheduler. 
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Step Action 
 

9 
 

Click on the Process Monitor hyperlink to check on the status of your query process instance. 
The Process List tab is displayed for your User ID and contains any jobs you may have submitted in 
the past 7 days. 

 
 
When the process has completed successfully, the Run Status will be Success, the Distribution 
Status will be Posted. 
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Step Action 
 

10 
 

The output of the Scheduled Query is placed by the system into the Reports Manager which may 
be found in the “My Reports” pagelet. 
 

 
 
Note: If you do not see the report output in the My Reports pagelet, click on the refresh button for 

the pagelet. 
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Step Action 
 

11 
 

Click on the hyperlink within the My Reports pagelet to view the output.  A new window will be 
opened. 
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