
How to Schedule a Query in CUNYFirst
BUSINESS OBJECTIVE: Sometimes queries in CUNYfirst yield results that are too large to view. For these large  queries, 

you can schedule their run. Here are the steps:

STEP#1: From the Enterprise Menu, click on the Financials Supply Chain link.  

CUNY Reporting Tools > Schedule Query (Under Query drop down menu)
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STEP#2: Run Control ID is a user assigned name used to run processes in CUNYfirst. Here are some options:

1) You can use an existing run control ID - if you already have one.
2) Create a new run control ID - If this is the first time you are scheduling a query, you will have to add a new

value.

For this example, we will add a new Run Control ID. Click on Add a New Value Tab. Enter ntl_reporting.

Once a run control name has been added, it cannot be deleted. In addition, spaces in the Run Control ID are not  
permitted. You may use dashes or underscores. Click on Add.
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STEP#3: Enter the name of the query you would like to schedule and click on Search to locate it.

STEP#4: Click on the query name to acknowledge your selection. Query prompts should appear.

STEP#5: Complete the query prompts as needed and click Ok. Here is an example:

Enter the business ledger 
that is needed. 

In this example BARPR is 
used.

You may enter the actual  
department number else, %  
will bring all available ones.
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STEP#6: Query prompts will populate, you may edit as needed else click RUN.

STEP#7: Change the format to XLS and click on OK.
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STEP#8: You should receive a Process Instance number, click on Process Monitor hyperlink.

STEP#9: Click on the Refresh icon until you receive Success and Posted. Click on Details hyperlink.

Prepared by Office of Planning andBudget Updated: 12.21.2021 | Page 5 of6



STEP#10: Click on View Log/Trace hyperlink.

STEP#11: Click on the XLSX file. Interact with Excel file as needed.
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