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Set Scheduled Task to send email/notification within skyward
This allows districts to set scheduled task from their print queue for various reports that will send email and/or create a notification widget on the selected user’s dashboard. This process can be used to streamline work flow, as it consistently runs reports for users that traditionally have to remember to do on day-to-day basis. 
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Navigate to Print Queue
From anywhere within Skyward your print queue will always be to the right of the screen indicated by an emblem of a printer. Once you have your report you want to schedule select this emblem:
[image: ]

Once here, you will highlight on the report you wish to schedule and click task:
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You will then be prompted with a screen with 4 options, you will want to select, “Schedule This”:
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Setting up the scheduled task

Once you have selected “Schedule This”, you will be taken to the main set up screen.  Here you will want to set up what days and time you want this task to run as well as whom you would like it to notify via email and/or notification. In the example below, I am scheduling myself to be emailed but Adam Sayler and I to both receive notifications. See screen shot on page 4
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Turn on Notification Widget
Once your task has been scheduled, IF you have chosen to be notified via widget you will need to ensure the Notification widget is selected in your preference. 
In order to turn this on navigate to your HOME tab and click “select widgets” 
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Once this is selected you will be prompted with a screen with various options of widgets, for this example you will want to check “Notifications”:
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What Results can be expected
Once all the set-up is complete, the end results can vary based on where you wanted your notification to be received. If you selected email, you should receive an email at the time you selected the task to be processed. 
The email will be indicated by the title “Skyward Processing” along with the title of your report. It will then prompt you to log in to view this generated report upon clicking the hyperlink:
[image: ]

If you chose to be notified via the notification widget, this will populate at you HOME screen within skyward under Unread Notifications:
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My Print Queue

& Print Queue for Justin Parish

Date Time| Report Description Wait List #| Status Format | Curent Key

11/22/2016 Tue  9:00 AM FastTrack Data Mining - 100

11/21/2016 Mon | 3:59 PM FastTrack Data Mining - 100 |Completed - 00:00:09
11/21/2016 Mon  3:58 PM FastTrack Data Mining - 100 [Emor ] 00:00:06
11/21/2016 Mon | 9:10 AM Resync Applicants To Position Utility - 161114002 |Completed - 00:00:04
11/18/2016 Fri  3:06 PM Personnel Report - Placement (Excel) \Completed ~ 00:00:11
11/18/2016 Fri | 3:06 PM Export Data: Personnel Report |Completed | 00:00:03
11/18/2016 Fri  3:05 PM Personnel Report - Placement |Completed | 00:00:07

11/18/2016 Fri | 11:00 AM Resync Applicants To Position Utility - 161027002 |Completed | 00:00:03

<« »
9 records displayed
Records above are automaticall deleted after 2 days.
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Rerun |

11/22/2016 : Comerto |
11/21/2016 _Excel
11/21/2016 Mon | 3:58 PM (View Status )

11/21/2016 Mon | 9:10 AM _ Tasks |

11/18/2016 Fri  3:06 PM

i ' Save This
11/18/2016 Fri | 3:06 PM ] ‘ Slgiicd ‘ View all of your scheduled tasks _Report_
11/18/2016 Fri | 3:05PM -
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( Back )
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9 records displayed
Records above are automaticall deleted after 2 days.
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Skyward Processing: FastTrack Data g - 100 - Has Completed Successfully

To Justin Parish

The process FastTrack Data Mining - 100 has completed successfully.
Click the following link to view the results: FastTrack Data Mining - 100

##% This file will only be available for 2 days - You must save a copy if the file is needed after 11/24/2016. ***
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