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Run a Report 

Audience: Managers or Supervisors  

Purpose: This job aid will assist in the general process of running a report. 

 Step Action 

1 

Go to navigator and Click on Tools > Scheduled Processes. 

 

2 

Click Schedule New Process: 

 
Select Type as “Job”, and enter the report and press Tab, select the report and click OK
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3 

Enter the parameter such as Business Unit (Lucas County), Dates, and any other criteria 
required as indicated by *; then click the Submit button. The process id will be generated.  

 

4 

Click OK and click on the refresh icon. Wait for the status of the process ID changes 
to “Succeeded”. 

 

5 

Select the Process ID and go to Log and Output section. Click on Republish  

 
6 In the popup window, click the Gear Icon then under Export choose the desired file output 
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7 

The output will download, and you will be able to open the file for review.

 
Ex: 

 

 
 


