Chapter 3-Exercise L
EE-EO Create a Scheduled Task
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Create a Scheduled Task

Instructor Led Training
Chapter 3 — Exercise L

Topics include:

* Schedule a Color Quota Reset

» Configure Email Options for Scheduled Reports
* Schedule a Report

= Schedule an Account Balance Reset
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Schedule a Color Quota Reset

1. Start Equitrac System Manager and connect to your accounting server.

2. In the left pane, click |5 Scheduied tasks|

3. In the right pane, click <Add...> to create a new scheduled task.

4. Inthe Add new scheduled task dialog box, click the Reset Color Quotas radio button.
5. Click the LI putton x
’ ' — Task bype - I

. Report
Cancel
i~ Biling code synchronization

£ arbitrary command

{~ Set account balances

. Purge Transactions

6. Inthe New task dialog box, type Reset Color Quota in the Name field.

7. Click the Task type drop-
down arrow and select
Set color quotas.

Modify "Set Color Quota' task

Pl
hlame: I Reset Color Quota ok I

8. In the Quota field, type 5. Description: I Cancel
9. Click the Department Suspended: o =
drop-down arrow and N
select Teachers. ~wihat to run
10. Click the When to run Taskiype: 5ot Color Quatas =l
Schedule drop-down Quota:
arrow and select
Month Iy Departrment:
11. Click the Start date drop- when bo run
down arrow and select Schedule: Skart dake: Skart Lirne: End date:
the first day of the next [morthy =] | 1 yjzoos | |12:3n:42 AM = |12;31;zn35 -]
month.
12. Adjust the Start time & oay 1 of the manthis)

field to 12:30 AM; do not = The IFirst j I Sunday j ul L il
set an End date.

¥ January ¥ February ¥ March v april
. 0k,
13. Click the - ¥ May ¥ une v July V' august
button.
v september W October ¥ Movember v December
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Configure Email Options for Scheduled Reports

1. In Equitrac System Manager, click in the left pane.

2. Inthe Network environment section in the right pane, click Mail server; the Email server
dialog box appears.

Email server

— Emor notifizations and mailed reportz will be sent using

SMTP Email zerver [DMS name or [P addresz): Imail.equitrac.lucal

dil

Cancel

tail From address for system generated meszages: Irepnrts@equitrac.ll:ucal

[T Basic Autherticatior

s e s |

Uzer Mame: I

Eazaword; I

3. Type the values as displayed in the SMTP Email server... and Mail From.... fields above.

4. Click the button.

Schedule a Report

1. Start Equitrac System Manager and click |5 Scheduled tasks| ) he Jeft pane.
2. In the right pane, click <Add...> to create a new scheduled task.
3. Inthe Add new scheduled task dialog box, click the Report radio button.

4. Click the button.

Add new scheduled task x|
T Taskk
S x|

Cancel
" Biling code synchronization

£ arbitrary command
~ et color guotas

"~ Set account balances

. Purge Transactions
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Create a Scheduled Task EE-EO
5. Inthe New task dialog box, type Report by Device in the Name field.
6. Click the Report name drop-down arrow and select Detailed Activity by device.
- ClideheWhento un - oRTTSS— x
Schedule drop-down
arrow and select Mame: I Repart by Device (04 I
weekly.
y Descripkion: I Cancel |
8. Click the Start date
drop-down arrow and Suspended: o M
select first Friday of —what ta run
the next month. Report name: I Detailed activity by device j Destination. .. |
9. Adjust the value in the
Start time field to 4:30
E?d’ gotn()t spemfy an _\’Elgﬁgdtjéf'n Stark date: Skark kime: Ernd date:
ate. [weeky =] | 1) 4j2008 j | 4:30:00 M j r |12,|'31,|'2|:|35 vI
10. Click to clear the check
box from every day of Every | 1 s e
the week EXCEPT
Friday.
1 Click the ml [ sunday [T mMonday [ Tuesday [~ wednesday
’ button [ Thursday v S:ru:la';.f [ Saturday

12. Modify the fields in the Report destination dialog box as follows:

Report destination x|
— Deskination:
' Email il
e . Cancel |
—aktachment
[T cawansTy [ CoWiUnicode) B HTML [ el
[~ selected columns C3¥(ansI) [ Selected columns CSY{UMICODE)

To:
Subject: I Weekly MFP print report
Message: This is your weekly print report

I budai@equitrac.local

13. Click the button.

14. In the New task dialog box, click the button; the scheduled report appears on the

list.

Page 4

© 2008 by Equitrac Corporation. All rights reserved.




EE-EO

Chapter 3-Exercise L
Create a Scheduled Task

Schedule an Account Balance Reset

1. Start Equitrac System Manager and connect to your accounting server.

2. In the left pane, click |5 Scheduied tasks|

3. In the right pane, click <Add...> to create a new scheduled task.

4. 1Inthe Add new scheduled task dialog box, click the Set account balances radio button.

Add new scheduled task x|
Taskk
ask bype o I
o Repaork

" Biling code synchronization
" arbitrary command

™ Set color guotas

% Set account balances:

8 Purge Transactions

Cancel

5. Inthe New task dialog box, type Reset Account Balances in the Name field.

6. Click the Task Type drop-down arrow and select Set balance.

7. In the Account field, type

X
20.00. *
8. Leave Department set to <All ~ Hame: IRESEt Account Balances |LI
USGFS>. Diescription: I Zancel |
9. Click the When to run Suspended: No -
Schedule drop-down arrow -
and select Monthly. e
Task tvpe: ISet balance j
10. Click the Start date drop- —— —
down arrow and select the Smedn: |20.
first day of the next month. Department: | <Al Users:» =
11. Adjust the Start time field to )
: ) ~When t
12:30 AM& do not set an End SEh?EréU?Etun Start date: Start time: End date:

date.

12. Click the button.

|M.:..-.t|-.|y -] | 1/ 1/2008 j |12:30:05M = |12;31;2|:|35 j
* Day |1 af the manthis)

" The IFirst j ISunday j of the monthis)

W January ¥ February v March v april

W May W June v July W august
W September W October ¥ Movemnber ¥ December
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