Scheduled Reports — VSys One Spring 2025

Scheduled tasks are tasks for VSys One to perform without interaction - things such as backing up your
data, running a report, sending e-mails, etc. This webinar is looking at reports.

Concepts
e Tasks are the actions being done: running a report, sending an export, sending notifications, etc.

e Task groups are groups of actions (tasks) that can be scheduled. This is what runs them and
where the schedule is.

e Atask group is comprised of at least one task, and each task group has a status (inactive or not),
a schedule (manual or otherwise), and optional notification lists.

Plan ahead:

Have your report ready:

e Consider adding (DO NOT EDIT -Scheduled) to the name and more information in the
Comments.

e Does it use relative dates?

e Properly filtered?

e Recommendation: Run it a few times manually in the same type situation before you
schedule it.

Are you emailing it?
e Have addresses of who it is going to
Are you exporting it to a shared drive?

e Know the directory it’s going to

Setting up a task

Start from Scheduled Tasks -> Add task.
Most of the fields have common uses, but a few specific things to know:

Use (Select report) to choose a saved report. Note: NOT all reports can be scheduled here. Only
assignment calendar (RTF/PDF), custom column, program statistics and reports based on custom reports
can be chosen here.

Output filename is the file and folder where the generated report will be saved. Even if the report is
being e-mailed, it must have a filename here. Use date formatting codes within curly brackets to have
VSys dynamically name the file using the current date/time.

Example: Report Name-{yyyy-mm-dd}.pdf - yyyy—year, mm — month, dd - day

-
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The variable portion goes within the curly brackets and is evaluated based on the current date/time;
everything outside the brackets is considered a fixed value.

If Compress file into a .zip file before delivery is checked VSys will take the file it creates (PDF, RTF, etc.)
and compress it into a standard WinZip .zip file before sending it out. You probably don't want to use this
for reports sent to volunteers, but for large reports and exports it can dramatically reduce the size of the
file that needs to be e-mailed will be the subject and body of the e-mail that VSys sends. It will be the
same every time the report is sent regardless of recipient or results.

The Sender is e-mail address and name of the "sender" for these e-mails.

Recipients are one or more explicit e-mail addresses to receive this report. When including more than
one recipient, separate their e-mail addresses with commas, e.g.
someone@vsysone.com,someoneelse@gmail.com.

“mTT Bookmarks Reminders You are logged in as mbergin (superuser); change password

Tasks D‘:'p‘ Tasks
+Add task =
Description Status Last changed User code Last run
Tools 4 Assignments automatic crediting with hours (past 30 days)
Import task 1 Assignments automatic crediting with hours Active (never)
L) Show last run times « . Birthday Greetings Report X
N 2 Mail merge Description: User code: .
pc - £ Engibiity/intake checklist automatic | o - inaciive
i) Get support % 1 Eligibility/intake checklist automatic |
f’ J = > [JMake available within tool profiles
) Tool documentatio, “* Extend recurring assignments O Prevent running if already run recently
: Monday morning missed shift VSys Anywhere URL
B Hide inactive Report

<. VSys Anywhere report processing
=

V= VSys Anywhere individual report p Select report

I > Output filename:

[ Always export into specified folder instead of Windows temp folder

Delivery methods:

E-mail ~| [ Compress file into a .zip file before delivery
E-mail subject:
E-mail body:
|

Sender Recipients
Sender e-mail address: E-mail address(es):
Sender name: From lists:

(none) v
cc: recipients bcc: recipients
E-mail address(es): E-mail address(es):
From lists: From lists:
(none) v |(none) -
Comments:

Other languages Save Cancel

Tip: Have a couple reports to schedule? Get the first one correct, then right-click -> Duplicate as the base
of the later ones.

Scheduled Task Groups

Give your task group a descriptive name, and add a comment to help out future you.

4
VSys One v © 2025 Bespoke Software, Inc. Support: (866) 244-1187 www.VSysOne.com/pages/webinars



The Tasks

Add in the task previously made (Right-click -> Add existing task).

DUUNIIEIS  NSUIIUSTS U aIS UYYS 1 G5 IS [SULTTUSSY, Wa S el u T e
Add G Scheduled task group Scheduled task group: 0012SBG6CK6I1XRH
G 115}
il e Description: ~ User code:
+m I . \ | | ODisabled [IMake available within tool profiles
Edit comments (none)
Help .
@ Getsiopart Only run from IP addresses: _ Prevent running from IP addresses:
| Tool dooumertatic...
‘é':: Tasks

Order Task Status

. + Add existing task | | 3 Assignments automatic crediting with hours (past 30 days)

=

+ Create new task * .:_ Birthday Greetings
Edit £ Eligibility/intake checklist automatic update
- | Schedule @ | Hlabl i
SiRddtle Tehod: @ Remave [’* Extend recurring assignments
Manually % Lastrun: (never) '_ Export : Monday morning missed shift
! Notifications Q Move up Q‘j VSys Anywhere report processing
d Wi
[ISend results notification e-mail " Move down .-, VSys Live report processing
W=

The Schedule

This tells when this runs. Best practice: leave it at Daily, and use the other fields to limit the time/dates.

~ | Schedule
Schedule method: Don't warn about being late unless late by at least:
~| Last run: (never) When is this task group next eligible to be run? 02 (hours)
Time of day:  Skip if later than:  Days of week: Days of month: )
12:00 AM 7| 03 (minutes) |(no filter) > |(no filter) b
Months of year: First date eligible: Last date eligible: Not between: And:
(no filter) = il il | | -
Exclude holidays:
(none) o

! Notifications

[ Send results notification e-mail

Notifications - Notifications are optional, but can be useful for diagnostics if you aren’t receiving the
report yourself. Set a To/From to receive an email when the task is run.

Troubleshooting:

VSys uses system tasks underneath these to trigger them. If you are hosted these are probably already in
place for you. If you are self-hosted look if there are other task groups. If there are, you are probably
good. If not, you'll need to loop in IT to set that up.

You can also manually execute a task (right click —> Execute this task) for diagnostics
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