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Last Modified on 08/07/2024 11:46 am EDT
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Overview

So you have this great set of Database Viewer queries and you plan to run them every day, but sometimes you forget to run
them. Other reports you have also need to run once a week or once a month. It can be hard to keep all these schedules straight.
Wouldn't it be great if you could set your reports to run automatically on a schedule that you decide? This article addresses how
to automatically run your reports at the times you want without needing to worry about if they are completed. This process is for

an on-premise OP local server.

Prepare Your Report's SQL Job

Path: Tools menu > Database Viewer

Note: The report used in the images of this article is nothing special. It simply shows the Completed, No-Show, and
Cancelled appointments from today that are not appointment type “NURSE". Its simplicity just makes it a good example

for this topic.

Let's say you want to run an appointment report at the end of the day every day. To do this, you would first need to prepare your

report's SQL job. To prepare your report's SQL job:

1. Before setting up the job, make a note of the query name (the image example below indicates the Dashboard: Schedule:
No-Show and Cancel query). Queries are created in the SQL tab of the OP Database Viewer. See OP Database Viewer
Basics for more information on how to create an SQL query.

| Fields I Data Grid I Data Details I Find by Mame /Description | s0L |SQL ;obsl

Query name: |Dashboard: Schedule: No-Show and Cancel W | |§ ||E|||*|

| Run ||§xtract|

Description: | |
| |Save csy | | 5 print |

Results filename: |

select appt_date, patno, code, visit_status, staffname from schedule

inner join staffl on staffl.staffid = schedule.addr_id where appt_date = cast({today' as date)
and patno is not null and patno == 101

and Visit_status is not null and visit_status <> "Superbill Exist’

and codel<=MURSE'

2. Click the SQL Jobs tab. We want to put this query into an SQL Job, which we will then schedule to run at the end of the day
every day. The list of existing jobs will appear in the Jobs pane grid of the SQL Jobs tab. Many practices don't have
anything here (or just a few jobs).
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Fields DataGrid DataDetails Find by Name/Description  SQL  SQL Jobs  AddressBook

Quote Delim Auto-Run Auto-Run Parameters Omit -~

Job Mame Job Description Sawe Output to Folder Char  Char Frequency Header

Click here to add & new job

I
M 2019 MU Helper Set

Appointment Data Validation for |

<
O

a8 E

Instamed 1 day

Instamed custom date

Intelichart 1 dav
o — =] 0

3. To create a new job, click on the Add button at the bottom of the Job pane. A new row is displayed at the top of the
grid.

4. On the new row, create a name for your job, a short description, and the folder name where you would like your report to
be placed. Avoid spaces and special characters (*, / ; and other punctuation) in your Job Names and Folder Names. Use
an underscore (_) when a space is required. If you need to omit headers for the job, select the Omit Headers checkbox.

5. After the information has been entered, click the Save button | to save the information.

6. Once the job is created, you will need to attach the queries (created in the SQL tab) that you wish to run. Queries can be
applied to the Job in the lower pane of the SQL Jobs tab. Begin this process by clicking the Add button at the bottom
of the Query pane (shown below). This will add a drop-down line to the query list grid.

Stored queries attached to selected job

Stored Query Name Override Filename

| v
—

<No data to display=

00f0‘|z| ®

7. Select the created query from theStored Query Name drop-down. In the image below, we have selected Dashboard:
Schedule: No-Show and Cancel.
8. Enter the Override filename for the job. This name contains three parts:

a. The file name stem: The filename stem is the main name of the file. It helps to make the Override Filename unique, and
is used at the beginning of the Override filename.

b. The variable: Add the :RUNDATE variable at the end of the file name stem. :RUNDATE is a variable for the date that the
report is created. Because we are going to be running this report every day, we will want to put the date in the filename
in order to store files with unique file names. Otherwise, the previous day's file will be overwritten each day. The colon
before RUNDATE must be applied, and RUNDATE must be all capital letters. RUNDATE may be formatted in any of the
following ways so that the date in the filename is clear: :RUNDATE formats the date asYYYYMMDD, :RUN-DATE
formats the date as YYYY-MM-DD, and :RUN_DATE formats the date asYYYY_MM_DD.

c. Thefile extension: The .csv file extension is required for the file name. This tells Windows to expect a comma-
separated values file (CSV format file), which can be opened in Excel or a text editor.

9. After you select the Stored Query and enter the Override Filename, click theSave button | + at the bottom of the Query
pane to save your work.
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Stored queries attached to selected job

Stored Query Name Qverride Filename
& Click here to add a new query to selected job
»

|1n1|:|ort Job | |§xport Job |

Dashboard: Schedule: No-Show and Cancel no_show_cancel_:RUNDATE. csv |

toft [+]=][«]+~ ®

If you want to add more reports to this job (if you want to run more than one report each day), you can add additional queries to

the query list in the Stored Queries Attached to Selected Job pane (lower pane of the SQL Jobs tab). Each row should have a
selected Stored Query and Override Filename. In the example below, we now have a SQL job called My_Report_Set with the

Dashboard: Schedule: No-Show and Cancel query applied.

|/ Bields | Data Grid | Data Detsis | Find by Name/Description | sqL | SQU Jobs

. Quote Delim Auto-
Job Name Job Description Save Output to Folder Char  Char Frequ

x Click here to add a new job

» My_Report_Set My spedal reports Report_Files
PMI Monthly Extract Periodic extraction for PMI dashboards

Patient Collectons

Patient_Tracking Dashboards

Portal and Contact Reports En Masse  Portal Checks :RUNDATE

Portal and Contact Checks
7of 16 [#](=]2][~ [x
Stored queries attached to selected job
Override Filename

Stored Query Name

% Click here to add a new query to selected job
1

[ Dashboard: Schedule: No-Show and Cancel no_show_cancel _:RUNDATE.csv

Test Your SQL Job
Before creating the auto schedule, you will want to test your SQL Job. This will ensure that the SQL job runs as expected. To run
the report:

1. Select the created SQL job. Continuing with the example above, we would select My_Report_Set in the SQL Jobs pane.
2. Click the Run Job button. A Confirm prompt displays indicating that it will run all the queries listed in the lower pane and
then save them in the specified output folder. In our example, we would only be running one small report in the SQL Job,

so it shouldn't take too long.
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Confirm

o This cperation will run all of the queries
listed below and save them in the specified

output felder under their associated filenames.
Depending on how many jobs there are, it may
take awhile. Do you want te continue?

oK || Cancel

3. Click the OK button to continue. After a moment, you will receive a confirmation box that lists the total number of files
written along with the complete Windows path where the report file(s) are located.

Job Name Job Description Save Ouiput to Folder ‘a”: g‘ FT;;”L;“I:; Auto-Run Parame
x. Click here to add a new job
b My_Report_Set My specil reports Report_Files S &)
IP1'|"II Monthly Extract Periodic extraction for PMI dashboards . - i .
EPnnentcolu_nom B i
iPauent_Tradmg . .Daﬁmath e -r

|Portal and Contact Checks  Portal and Contact Reports En Masse  Portal Checks :RUNDATE = |
70f 16 [#)[=][](~ ] :

Stored queries attached to selected job [Wﬂj [E‘
Stored Query Name Override Filename

;| Cick here to add a new query to selected job

4 Information —s

@ Done! Wrote 1 files to
\ A \ I\ Docurments\ Office

Practicum\export\Report_Files',

» Dashboard: Schedue: No-Show and Cancel

-

4. Navigate the complete file path (shown in the dialog box) to locate the newly-created report file(s).

;vl Lo » My Documents » Office Practicum » export » Report_Files
e Include in library = Sync w Burn Work offline New folder
=
- .
vorites Name Date medified Type Size
Jesktop ﬂ_ | no_show_cancel_20180203 2/3/2018 10:20 AM Microsoft Excel C 1KB

Jownloads
lecent Places
Joogle Drive

3ox Sync

LT —

5. Double-click the file and open it in Excel to make sure it appears with the data you want to see.

Schedule Your Report's SQL Job

Once you determine that your job works as expected, you can apply the Windows Task Scheduler to automatically run the

reports every day. To do this:
1. Click the Windows icon to open the Windows menu.

2. Click on the Search for Programs and Files field and type "Task Scheduler." The Task Scheduler will appear in the top of
the Window menu.
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Programs (1)

| (D Task Scheduler
Control Panel (2)

{& Schedule tasks

=) Show or hide volume (speaker) icon on the taskbar
Documents (59)

@ - -

L

@

52 see more results

[ task schl x| | shutdown | » |

3. Click on the Task Scheduler menu item to launch it. The Task Scheduler window is displayed.
4. Click Create Task in the Actions pane (right pane). The Create Task window is displayed.

|(2) Task Scheduler (Local)|

» L Task Scheduler Library

|Taskscheduler Goca) -

Connect to Ancther Computer...

~
@ Vou can use Task @] Create Basic Task.

Scheduler to create.

and manage % Create Task...

common tasks that Tmport Taskr
your computer will
carry out . Display All Running Tasks

mbmaticalhs 2t the
] Disable All Tasks History

AT Service Account Configuration

Sta.. |Last 24 hours v View 4
Summary: 138 total - 3 running,... (cl Refresh
H Hep

Task Name ~
v

Last refreshed at 4/12/2018 10:34:52 AM

5. Enter a name in the Name field that describes that task you want to perform.

(D) X

General ‘Tliggels | Actions | Conditions I Seﬂings‘

Name: |Run My Daily No-5how Report |
Location:  \

Author:

Description:

Security options

When running the task, use the following user account:

CONNEXIN\bdemilio Change User or Group...

(®) Run only when user is logged on
() Run whether user is logged on or not
["] Do not store password. The task will anly have access to local computer resources.

[ Run with highest privileges

[ Hidden Configure for: | Windows Vista™, Windows Server™ 2008
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6. In this window, you can also set other options like whether or not you want your report to run only when you are logged
into your computer.

7. Once the fields are completed, click the OK button.
8. Click the Triggers tab. This is where you set how often you want to run the report.

| Geneml| Triggers |Acliuns | Conditions | Seﬂings|

‘When you create a task, you can specify the conditions that will trigger the task.

Trigger Details

9. Click the New button in the Triggers tab. The New Trigger window appears. Here is where you define the schedule that you
want use in order to run your report(s).

Begin the task: | On a schedule v
Settings
® Onetime | Stort | 41272018 [~ | 10:40:51 AM |2 [ Synchronize across time zones
O Daily
) Weekly
) Menthly
Advanced settings
[] Delay task for up to (random delay): 1 hour v
[] Repeat task every: 1 hour w for a duration of: |1day v
[ Stop all running tasks at end of repetition duration
[] Stop task if it runs longer than: 3 days v
O Bpire | 411272018 [~ 104051 AM 3 [ Synchronize across time zanes
Enabled

10. In the New Trigger window, you'll see a variety of options for scheduling your report runs. SelectDaily in the settings
field to have your report run every day.

11. Select the Start date and time to run the report. In our example, we want the report to run in the evening (after all the
patients have been seen), so we would set the report to run at 7:30 PM.
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Begin the task: | On a schedule v
Settings

) Onetime | Start | 44122018 O | 7:3000PM 2] [ Synchronize across time zones

® Daily
]
oy | e [1 ] dos
) Monthly
Advanced settings
[[] Delay task for up te (random delay): 1 hour v
[7] Repeattask evenyz 1 hour v

for a duration of: |1day v
[[] Stop all running tasks at end of repetition duration

[[] Stop taskif it runs lenger than: 3 days v
[ Expire: | 471272019 [+ 111142 M 5 [ Synchrenize across time zones
[[] Enabled

s

12. After setting the schedule parameters, click the OK button.
13. Select the Actions tab.This tab is where you want to tell the computer the report that you want to run every day.

General | Triggers | Actions | Conditions | Settings|

When you create a task, you must specify the action that will occur when your task starts,

Action Details

Edit... Delete

14. Click the New button in the Actions tab. The New Action window is displayed.

You must specify what action this task will perform.

Action: |Start a program

Settings

Program/script:

| | | Browse... |

Add arguments (optional): l:l

o [Coma ]

15. Select Start a Program in the Action dropdown.
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16. Enter the path of your OP folder. Keep going deeper in the OP folder until you can select the dbviewer.exe program. For
many installations, this will be C:\OP\DBViewer.exe. Alternatively, you can click the Browse button and navigate to the

database viewer executable program (dbviewer.exe).

Vou must specify what action this task will perform.
Action: |Start  program v|
Settings
Program/script:
| CAOP\DBViewer.exe || Erowse.. |

17. Enter -j [name of job] in the Add Arguments (optional) field. In our example, we would enter-j My_Report_Set.

You must specify what action this task will perfform.
Action: | Stert  program v
Settings
Program/script:
(CAOP\DBViewer.exe || Browse.. |
[ Add srguments (optionai: [+ My Report set |

18. Click the OK button. After clicking the OK button, you can return to the list of tasks in the Task Schedule. There, you can
see your new scheduled task.
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MName
Ll Adobe Acrobat Update Task

Status

Queued

Triggers

Multiple triggers defined

(% Adobe Flash Player Updater Ready At 6:08 PM every day - After triggered, repeat every 1 hour for a duration of 1 day.
(B AdobeAAMUpdater-1.0-PLATPED-suzanne  Ready At 2:00 AM every day
@ Copy MHM Ready  At11:07 AM every Monday of every week, starting 1/15/2018
(® DropboxUpdateTaskMachineCore Ready  Multiple tnggers defined
(@ DropboxUpdateTaskMachineUA Ready At10:37 AM every day - After triggered, repeat every 1 hour for a duration of 1 day.
& G2MUpdateTask-5-1-5-21-2193287916-23... Ready At 5:21 PM every day - After triggered, repeat every 1 hour for a duration of 23:58:00,
(B G2MUploadTask-5-1-5-21-2193287916-23... Ready At 5:43 PM every day - After triggered, repeat every 02:00:00 for a duration of 23:59:00.
(B GooglelpdateTaskMachineCare Ready Multiple triggers defined
® GooglelipdateTaskMachineUA Ready At 1:08 PM every day - After triggered, repeat every 1 hour for a duration of 1 day.
(® GoogleUpdateTaskUsers-1-5-21-11932879... Ready At 2:40 PM every day
@ GooglelpdateTaskUsers-1-5-21-21932879...  Ready At 2:40 PM every day - After triggered, repeat every L hour for a duration of 1 day.
@ MySQLNotifierTask Ready  At10:56 AM every Tuesday every 4 weeks, stariing 11/20/2016
(™ OneDrive Standalone Update Task v2 Ready  At4:00 AM on 5/1/1992 - After triggered, repeat every 1.00:00:00 indefinitely.
(% OP Dashboard - Copy to Box Ready At 2:35 PM every day
(5 OP Dashboard - Decant Running At 2:30 PM every day
(® PCDEventLauncherTask Ready On event - Log: Application, Source: PC-Doctor Launcher, Event ID: 1
(B PCDoctorBackgroundMonitorT ask Ready At1:00 AM on day 11 of January, February, March, Apnil, May, June, July, August, Septemb...
[[5 R ¥y Dty Wo-Show Report Resdy AT P ey day |
@ SystemTool:DailyTest Ready  At2:00 PM every day

Version 20.4

Overview

Mext Run Time

2018 5:00:00 PM
2/3/2018 11:08:00 AM
2/4/ 3018 2:00:00 AM
2/5/2018 11407:14 AM
2/4/2018 10:37:00 AM
2/3/2018 11:37:00 AM
2/3/2018 11:21:00 AM
2/3/5018 11:43:00 AM
273/ 2018 1:08:13 PM
2/3/2018 11:08:13 AM
2/3/ 2018 2:40:44 PM
2/3/2018 11:40:45 AM
2/20/ X018 10:56:00 AM
2/4/ 2018 4:50:25 PM
2/3/2018 2:35:38 PM
2/3/ 5018 2:30:00 PM

2/11/2018 1:00:00 AM
2/3/2018 7:30:00 PM
2/3/2018 2:00:00 PM

Last Run Tirm

2/3/2018 10:08:00 AM
2/3/2018 1:59:50 AM
1/29/2018 11.07:14 AM
2/3/2018 10:37:00 AM
2/372018 10:37:00 AM
2/3/2018 10:20:59 AM
2/3/2018 9:43:00 AM
2/2/2018 1:08:13 PM
2/3/2018 10:08:12 AM
2/2/2018 2:40:43 PM
2/3/2018 10:40:44 AM
1/23/2018 10:55:59 AM
2372018 2:07:09 AM
2/2/2018 2:35:37 PM
2/2/2018 2:29:59 PM
Never

1/11/2018 12:59:50 AM
MNever

2/2/2018 1:59:59 PM

So you have this great set of Database Viewer queries and you plan to run them every day, but sometimes you forget to run

them. Other reports you have also need to run once a week or once a month. It can be hard to keep all these schedules straight.

Wouldn't it be great if you could set your reports to run automatically on a schedule that you decide? This article addresses how

R I I R T e e e B R T I |

to automatically run your reports at the times you want without needing to worry about if they are completed. This process is for

an on-premise OP local server.

Prepare Your Report's SQL Job

Path: Tools menu > Database Viewer

Note: The report used in the images of this article is nothing special. It simply shows the Completed, No-Show, and

Cancelled appointments from today that are not appointment type “NURSE". Its simplicity just makes it a good example

for this topic.

Let's say you want to run an appointment report at the end of the day every day. To do this, you would first need to prepare your

report's SQL job. To prepare your report's SQL job:

1. Before setting up the job, make a note of the query name (the image example below indicates the Dashboard: Schedule:
No-Show and Cancel query). Queries are created in the SQL tab of the OP Database Viewer. See OP Database Viewer
Basics for more information on how to create an SQL query.
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| Fields | Data Grid | Data Details | Find by Name/Deseription | 5QL | sqQL Jobs |

Query name: |Dashboard: Schedule: No-Show and Cancel W | |5 ||E|||*|

Description: | |

Can | [owen

Results filename: | | |53“E Csv | | 2 Print |

select appt_date, patno, code, visit_status, staffname from schedule

inner join staffl on staffl.staffid = schedule.addr_id where appt_date = cast({today' as date)
and patno is not null and patno == 101

and Visit_status is not null and visit_status <> "Superbill Exist’

and code1<=MURSE'

Send

2. Click the SQL Jobs tab. We want to put this query into an SQL Job, which we will then schedule to run at the end of the day
every day. The list of existing jobs will appear in the Jobs pane grid of the SQL Jobs tab. Many practices don't have
anything here (or just a few jobs).

Eelds | Data Grid | Data Detals | Find by Name/Desaription | sQL | SQU Jobs
p—— Quote Delim Auto-Run
Job Name Job Desaription Save Qutput to Folder Char, | Char. | Frag Auto-Run Parameters
% Click here to add a new job
Gail HEDIS - Version 1 HEDIS prechecks for my BFF Gail " . EJ
MHM_Set medical home match set MHM - M
PMI Monthly Extract Periodic extraction for PMI dashboards " N
Patient Collections " .
| Patient Tracking Dashboards - . ind
10f 15 =|¥|[%] 0 »
Stored queries attached to selected job Export Job
} Stored Query Name Override Filename
. lirk hara bn add 2 new miae b calartad inh

3. To create a new job, click on theAdd button [4] at the bottom of the Job pane. A new row is displayed at the top of the
grid.

4. On the new row, create a name for your job, a short description, and the folder name where you would like your report to
be placed. In our example, we are using the no-show report. Avoid spaces and special characters (*, / ; and other
punctuation) in your Job Names and Folder Names. Use an underscore (_) when a space is required.

= [ Eields [ Data grd [ Data Detaiis | Find by Name/Desaription | QL | SQL Jobs
5 Job Name Job Description Save OutputtoFolder ~ j0t® Delim Ff“e;"‘:"‘c’; Auto-Run Parameters
7Ga|| HEDIS - Version 1 HEDIS prechecks for my BFF Gail . B \i
MHM_Set -med‘-:a home match set 'M‘M I
PMI Monthly Extract .Penodc extraction for PMI dashboards | - -,
Patient Collections [ [ .
Patient Tracking Dashboards " . [ i
0of 15 =)~ ) @ 4 »
Stored queries attached to selected job Import Job)| [Export Job
Stored Query Name Qverride Filename
* Click here to add a new query to selected job
4Meﬁal Home Match Report [MeM.csv |
MHM - All Patients Ever |uthds.mv ‘

5. After the information has been entered, click theSave button [ to save the information. In the image below, we call the
job "My_Report_Set." The job is placed in the subfolder called "Report_Files."
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» || Eelds | Data Grid | Data Detais | Find by Name/Desaription | QU | SQL Jobs
. Quote Delim  Auto-Run -
E Job Name Job Description Save Output to Folder Char | iChar | Freque Auto-Run Parameters
T T 4"%
" || % My_Report_set My special reports Report_Files |' |, ‘ ‘

Gail HEDIS - Version 1 HEDIS prechecks for my BFF Gail | |, ‘ E

|

MHM_Set medical home match set MHM - .

PMI Monthly Extract Periodic extraction for PMI dashboards ) ’

Patient Collections - .

Patent_Tracking Dashboards - . =
0of 15 [+~ [~ (2] ‘ '
Stored queries attached to selected job Import Job | |Export Job

Stored Query Name Override Fiename
*| Click here to add a new query to selected job

6. Once the job is created, you will need to attach the queries (created in the SQL tab) that you wish to run. Queries can be
applied to the Job in the lower pane of the SQL Jobs tab. Begin this process by clicking the Add button at the bottom
of the Query pane (shown below). This will add a drop-down line to the query list grid.

Stored gueries attached to selected job

Stored Query Name Override Filename

|

_r

<MNo data to display=

UofU-E X

7. Select the created query from theStored Query Name drop-down. In the image below, we have selected Dashboard:

Schedule: No-Show and Cancel.
8. Enter the Override filename for the job. This name contains three parts:

a. Thefile name stem: The filename stem is the main name of the file. It helps to make the Override Filename unique, and
is used at the beginning of the Override filename.

b. The variable: Add the :RUNDATE variable at the end of the file name stem. :RUNDATE is a variable for the date that the
report is created. Because we are going to be running this report every day, we will want to put the date in the filename
in order to store files with unique file names. Otherwise, the previous day's file will be overwritten each day. The colon
before RUNDATE must be applied, and RUNDATE must be all capital letters. RUNDATE may be formatted in any of the
following ways so that the date in the filename is clear: :RUNDATE formats the date asYYYYMMDD, :RUN-DATE
formats the date as YYYY-MM-DD, and :RUN_DATE formats the date asYYYY_MM_DD.

c. Thefile extension: The .csv file extension is required for the file name. This tells Windows to expect a comma-
separated values file (CSV format file), which can be opened in Excel or a text editor.

9. After you select the Stored Query and enter the Override Filename, click theSave button | +* at the bottom of the Query
pane to save your work.
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Stored queries attached to selected job

Stored Query Name Qverride Filename
& Click here to add a new query to selected job
»

|1n1|:|ort Job | |§xport Job |

Dashboard: Schedule: No-Show and Cancel no_show_cancel_:RUNDATE. csv |

toft [+]=][«]+~ ®

If you want to add more reports to this job (if you want to run more than one report each day), you can add additional queries to

the query list in the Stored Queries Attached to Selected Job pane (lower pane of the SQL Jobs tab). Each row should have a
selected Stored Query and Override Filename. In the example below, we now have a SQL job called My_Report_Set with the

Dashboard: Schedule: No-Show and Cancel query applied.

|/ Bields | Data Grid | Data Detais | Find by Name/Description | sqL | SQL Jobs

. Quote Delim Auto-
Job Name Job Description Save Output to Folder Char  Char Frequ

x Click here to add a new job

» My_Report_Set My spedal reports Report_Files
PMI Monthly Extract Periodic extraction for PMI dashboards

Patient Collectons

Patient_Tracking Dashboards

Portal and Contact Reports En Masse  Portal Checks :RUNDATE

Portal and Contact Checks
7of 16 [#](=]2][~ [x
Stored queries attached to selected job
Override Filename

Stored Query Name

% Click here to add a new query to selected job
1

[ Dashboard: Schedule: No-Show and Cancel no_show_cancel _:RUNDATE.csv

Test Your SQL Job
Before creating the auto schedule, you will want to test your SQL Job. This will ensure that the SQL job runs as expected. To run
the report:

1. Select the created SQL job. Continuing with the example above, we would select My_Report_Set in the SQL Jobs pane.
2. Click the Run Job button. A Confirm prompt displays indicating that it will run all the queries listed in the lower pane and
then save them in the specified output folder. In our example, we would only be running one small report in the SQL Job,

so it shouldn't take too long.

©
( officepracticum.com | 800.218.9916 | 602 W. Office Center Drive, Suite 350, Fort Washington, PA 19034



™
Office
o O Practicum

Confirm

o This cperation will run all of the queries
listed below and save them in the specified

output felder under their associated filenames.
Depending on how many jobs there are, it may
take awhile. Do you want te continue?

oK || Cancel

3. Click the OK button to continue. After a moment, you will receive a confirmation box that lists the total number of files
written along with the complete Windows path where the report file(s) are located.

Job Name Job Description Save Ouiput to Folder ‘a”: g‘ FT;;”L;“I:; Auto-Run Parame
x. Click here to add a new job
b My_Report_Set My specil reports Report_Files S &)
IP1'|"II Monthly Extract Periodic extraction for PMI dashboards . - i .
EPnnentcolu_nom B i
iPauent_Tradmg . .Daﬁmath e -r

|Portal and Contact Checks  Portal and Contact Reports En Masse  Portal Checks :RUNDATE = |
70f 16 [#)[=][](~ ] :

Stored queries attached to selected job [Wﬂj [E‘
Stored Query Name Override Filename

;| Cick here to add a new query to selected job

4 Information —s

@ Done! Wrote 1 files to
\ A \ I\ Docurments\ Office

Practicum\export\Report_Files',

» Dashboard: Schedue: No-Show and Cancel

-

4. Navigate the complete file path (shown in the dialog box) to locate the newly-created report file(s).

;vl Lo » My Documents » Office Practicum » export » Report_Files
e Include in library = Sync w Burn Work offline New folder
=
- .
vorites Name Date medified Type Size
Jesktop ﬂ_ | no_show_cancel_20180203 2/3/2018 10:20 AM Microsoft Excel C 1KB

Jownloads
lecent Places
Joogle Drive

3ox Sync

LT —

5. Double-click the file and open it in Excel to make sure it appears with the data you want to see.

Schedule Your Report's SQL Job

Once you determine that your job works as expected, you can apply the Windows Task Scheduler to automatically run the

reports every day. To do this:
1. Click the Windows icon to open the Windows menu.

2. Click on the Search for Programs and Files field and type "Task Scheduler." The Task Scheduler will appear in the top of
the Window menu.
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Programs (1)

| (D Task Scheduler
Control Panel (2)

(& Schedule tasks

=) Show or hide volume (speaker) icon on the taskbar
Documents (59)

@ -

0l -

@

52 see more results

[ task schl x| | shutdown | » |

3. Click on the Task Scheduler menu item to launch it. The Task Scheduler window is displayed.
4. Click Create Task in the Actions pane (right pane). The Create Task window is displayed.

IFiIe Action  View Help

[ Task Scheduler (Local)
1 [ Task Scheduler Library

Task Scheduler Summary (Last refreshed: 4/ | [ /RN

~ |Taskschedulerocall .

Connect to Ancther Computer...

~
Vou can use Task @] Creste Basic Task.
Schedulerto create
e % Create Task...
common tasks that Tmport Taskor
your computer will
carry out

Display All Running Tasks
antnmaticalhs at the <

AT Service Account Configuration

Sta.. |Last 24 hours v View 4
Summary: 138 total - 3 running,... (cl Refresh
H Hep
Task Name @
v

Last refreshed at 4/12/2018 10:34:52 AM

5. Enter a name in the Name field that describes that task you want to perform.

General ‘Tliggels | Actions | Conditions I Seﬂings‘

Name: |Run My Daily No-5how Report |
Location:  \

Author:

Description:

Security options

When running the task, use the following user account:
CONNEXIN bdemilio
(®) Run only when user is logged on

() Run whether user is logged on or not

["] Do not store password. The task will only have access to local computer resources.

[ Run with highest privileges

[ Hidden Configure for: | Windows Vista™, Windows Server™ 2008
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6. In this window, you can also set other options like whether or not you want your report to run only when you are logged
into your computer.

7. Once the fields are completed, click the OK button.
8. Click the Triggers tab. This is where you set how often you want to run the report.

| Geneml| Triggers |Acliuns | Conditions | Seﬂings|

‘When you create a task, you can specify the conditions that will trigger the task.

Trigger Details

9. Click the New button in the Triggers tab. The New Trigger window appears. Here is where you define the schedule that you
want use in order to run your report(s).

Begin the task: | On a schedule v
Settings
® Onetime | Stort | 41272018 [~ | 10:40:51 AM |2 [ Synchronize across time zones
O Daily
) Weekly
) Menthly
Advanced settings
[] Delay task for up to (random delay): 1 hour v
[] Repeat task every: 1 hour w for a duration of: |1day v
[ Stop all running tasks at end of repetition duration
[] Stop task if it runs longer than: 3 days v
O Bpire | 411272018 [~ 104051 AM 3 [ Synchronize across time zanes
Enabled

10. In the New Trigger window, you'll see a variety of options for scheduling your report runs. SelectDaily in the settings
field to have your report run every day.

11. Select the Start date and time to run the report. In our example, we want the report to run in the evening (after all the
patients have been seen), so we would set the report to run at 7:30 PM.

©
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Begin the task: | On a schedule v
Settings

) Onetime | Start | 44122018 O | 7:3000PM 2] [ Synchronize across time zones

® Daily
]
oy | e [1 ] dos
) Monthly
Advanced settings
[[] Delay task for up te (random delay): 1 hour v
[7] Repeattask evenyz 1 hour v

for a duration of: |1day v
[[] Stop all running tasks at end of repetition duration

[[] Stop taskif it runs lenger than: 3 days v
[ Expire: | 471272019 [+ 111142 M 5 [ Synchrenize across time zones
[[] Enabled

s

12. After setting the schedule parameters, click the OK button.
13. Select the Actions tab.This tab is where you want to tell the computer the report that you want to run every day.

General | Triggers | Actions | Conditions | Settings|

When you create a task, you must specify the action that will occur when your task starts,

Action Details

Edit... Delete

14. Click the New button in the Actions tab. The New Action window is displayed.

You must specify what action this task will perform.

Action: |Start a program

Settings

Program/script:

| | | Browse... |

Add arguments (optional): l:l

o [Coma ]

15. Select Start a Program in the Action dropdown.
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16. Enter the path of your OP folder. Keep going deeper in the OP folder until you can select the dbviewer.exe program. For
many installations, this will be C:\OP\DBViewer.exe. Alternatively, you can click the Browse button and navigate to the

database viewer executable program (dbviewer.exe).

Vou must specify what action this task will perform.
Action: |Start  program v|
Settings
Program/script:
|CAOP\DBViewer.exe || Eromse.. |

17. Enter -j [name of job] in the Add Arguments (optional) field. In our example, we would enter-j My_Report_Set.

You must specify what action this task will perfform.
Action: | Stert  program v
Settings
Program/script:
|CAOP\DBViewer.exe |[ Browse.. |
[ Add srguments (optionai: [+ My Report set |

18. Click the OK button. After clicking the OK button, you can return to the list of tasks in the Task Schedule. There, you can
see your new scheduled task.
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i Adob bat Update
(% Adobe Flash Player Updater

ed

Mext Run Time

Last Run Time

™
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Ready At 6:08 PM every day - After triggered, repeat every 1 hour for a duration of 1 day.
(B AdobeAAMUpdater-1.0-PLATPED-suzanne  Ready At 2:00 AM every day
@ Copy MHM Ready At 11:07 AM every Monday of every week, starting 1/15/2018
(® DropboxUpdateTaskMachineCore Ready  Multiple tnggers defined
(@ DropbeoxUpdateTaskMachineUA Ready At10:37 AM every day - After triggered, repeat every 1 hour for a duration of 1 day.
& G2MUpdateTask-5-1-5-21-2193287916-23... Ready At 5:21 PM every day - After triggered, repeat every 1 hour for a duration of 23:58:00,
(5 G2MUploadTask-5-1-5-21-2193287916-23... Ready At 5:43 PM every day - After triggered, repeat every 02:00:00 for a duration of 23:53:00.
(% GoogleUpdateTaskMachineCore Ready Multiple triggers defined
® GooglelipdateTaskMachineUA Ready At 1:08 PM every day - After triggered, repeat every 1 hour for a duration of 1 day.
(® GoogleUpdateTaskUsers-1-5-21-21932879... Ready At 2:40 PM every day
@ GooglelUpdateTaskUsers-1-5-21-21932879... Ready At 2:40 PM every day - After triggered, repeat every 1 hour for a duration of 1 day.
@ MySQLNotifierTask Ready  At10:56 AM every Tuesday every 4 weeks, stariing 11/20/2016
(™ OneDrive Standalone Update Task v2 Ready  At4:00 AM on 5/1/1992 - After triggered, repeat every 1.00:00:00 indefinitely.
(% OP Dashboard - Copy to Box Ready At 2:35 PM every day
(% OP Dashboard - Decant Running At 2:30 PM every day
(® PCDEventLauncherTask Ready On event - Log: Application, Source: PC-Doctor Launcher, EventID: 1
(B PCDoctorBackgroundMonitorT ask Ready  At1:00 AM on day 11 of January, February, March, April, May, June, July, August, Septemb...
[ Ran Wy Daily Fo-Show Report Ready  At730 PM every day |
@ SysternToolsDaikyTest Ready At 2:00 PM every day

2/3/2018 11:08:00 AM
2/4/2018 2:00:00 AM
2/5/2018 1107:14 AM
2/4/2018 10:37:00 AM
2/3/2018 11:37:00 AM
2/3/2018 11:21:00 AM
2/3/2018 11:43:00 AM
2/3/2018 1:08:13 PM
2/3/2018 11:08:13 AM
2/3/2018 2:40:44 PM
2/3/2018 11:40:45 AM
2/20/ X018 10:56:00 AM
2/4/2018 4:50:25 PM
2/3/2018 2:35:38 PM
2/3/2018 2:30:00 PM

2/11/2018 1:00:00 AM
2/3/2018 7:30:00 PM
2/3/2018 2:00:00 PM

2/3/2018 10:08:00 AM
2/3/2018 1:59:50 AM
1/29/2018 11:.07:14 AM
2/3/2018 10:37:00 AM
2/372018 10:37:00 AM
2/3/2018 10:20:59 AM
2/3/2018 9:43:00 AM
2/2/2018 1:08:13 PM
2/3/2018 10:08:12 AM
27272018 2:40:43 PM
2/3/2018 10:40:44 AM
1/23/2018 10:55:59 AM
2/3/2018 2:07:09 AM
2/2/2018 2:35:37 PM
2/2/2018 2:29:59 PM
Never

1/11/2018 12:53:59 AM
Mever

2/2/2018 1:59:59 PM
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