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Schedule a Task, Program or Process to Start Automatically in Windows 7
Overview
Click here for XP version instructions.

This document provides instructions on how to use the Windows 7 Task Scheduler to schedule a task to automatically run at users' specifie

By using Task Scheduler, you can schedule tasks such as system tools such as the Disk Defragmenter or schedule selected events in Collec
a future time. The Windows Task Scheduler starts when Windows starts, and runs in the background. Tasks can be scheduled to run daily,
only at certain times (such as when the firm is closed or at Collection-Master startup).

NOTE: If a process or task starts in Collection-Master, all security policies still apply. If the process (start-up command) requires answers t
they will not be automatically answered when the process or task runs.

Procedure
1. Open the Windows Control Panel.

2. Click on Administrative Tools. This example uses a screen capture of the control panel in "Classic View."
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3. Click on Task Scheduler.
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4. Click on Create Task - Located in the right pane.
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O Tk schedier

7Fsle Action  View Help
= B HEB

(5 Task Scheduler (Local) | Task Scheduler Summary (Last refreshed: 4/11/2012 3:47:58 PM)
1 [ Task Scheduler Library

-
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\ You can use Task Scheduler to create and manage common tasks that your computer will carry out automatically at the times Q Create Basic Task...
* you specify. To begin, click a command in the Action menu.
% Create Task...
Tasks are stored in folders in the Task Scheduler Library. To view or perform an operation on an individual task, select the task Import Task...
in the Task Scheduler Library and click on a command in the Action menu.
[5& Display All Running 1
] Disable All Tasks Hist
k -
Task Stat iJ AT Service Account ¢
Status of tasks that have started in the following time period: Last 24 hours - View
=|| |G Refresh

Summary: 41 total - 0 running, 41 succeeded, 0 stopped, 0 failed .
[d Help

Task Name Run Result  Run Start Run End Triggered By
Adobe Flash Player Updater (las...
Client System Update (last run s...
ConfigNotification (last run suc...
Consolidator (last run succeede...
Extractor Definitions Update Ta...

L nlad o dada T oot s ohin sl ns

Active Tasks B

Active tasks are tasks that are currently enabled and have not expired.

Gl »

Summary: 41 total

Last refreshed at 4/11/2012 3:47:58 PM

5. Type the name of the automated task - user defined in the Name: field.

6. Type a description in the Description: field.
7. Perform either step 7a or 7b depending on your administrative rights.

7a. If you are an administrator or if you have full control over the batch file's location, select the [Run whether user is logged in or not
7b. If you are not an administrator of if you do not have full control over the batch file's location, select the [Run only when user is logg
and check [Run with highest privileges].

General | Triggers | Actions | Cenditions | Settings| General | Triggers | Actions | Conditions | settings | History|
Mame: CM Task ) . ) I Mame: Outlook Integration
i This option for: o
‘ administrator or someone with full rights e
Author: CLS\bryan Author CLS\bryan § z
Description: | CM Task] Description: | Qutlook Integration
Security options Security options
When running the task, use the following user account: When running the task, use the following user account:
CLS\bryan Change User or Group... CLS\bryan [
) Run only when user is logged on @ Run only when user is logged on
@ Runwhether user is logged on or not (71 Run whether user is logged on or not
[Z] Do not store password. The task will only have access to local computer resources. || De not store password. The task will only have access to local computer res
[7] Run with highest privileges Run with highest privileges
Hidden Configure for. | Windows Vista™, Windows Server™ 2008 ‘] Hidden Configure for: | Windows® 7, Windows Server™ 2008 R2
[ ok ][ conea | |

8. Click on the Triggers tab at the top.
9. Click on the [New] button
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| Genelai| Triggers |Actions | Conditions | Settings|
When you create a task, you can specify the conditions that will trigger the task.
Trigger Details Status
Mew... | Edit.. | Delete
ok | [ cancel

10. Select the options that you would like to use to schedule your task.
11. Click the [OK] button.

e Tigger N

Begin the task: [ On a schedule v]

Settings

@ Onetime Start:  4/11/2012 [EH~  4:01:46 PM :‘g |1 Synchronize across time zones
© Daily
) Weekly

) Monthly

Advanced settings

[T] Delay task for up to (random delay): il hour

-

|| Repeat task every: :]jwuriwﬂ N for a duration of :i_‘;a)' “'.;
[[] Stop all running tasks at end of repetition duration

[ Stop task if it runs longer than: :3 days El

[T Expire: . 411/2012 . 4:01:46 PM == : [] Synchronize across time zones

Enabled

G
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Begin the task: [Dn a schedule v]
Settings

B Onetime Start: 47112012 [~ 40000 AM = [7] Synchronize across time zones

_ o
© Weekly Recur every: days

) Monthly

Advanced settings

[7] Delay task for up to (random delay): |1 hour

Repeat task every: |1 hour for a duration of: Ej.rt:la)r -|
| |

_| Stop all running tasks at end of repetition duration

| Stop task if it runs longer than: E days

El Expire: | 471172013 | 4:01:46 PM = | || Synchronize across time zones

Enabled

12. Click on the Actions tab at the top of the screen.

13. Click the [Browse...] button to find your program/file that you would like the scheduler to run.

o™ e
: You must specify what action this task will perform.
Action: [Stark a program v]
Settings
Program/script:

Browse...

Add arguments (optional):

Start in (optional):

14. This example would run the Collection Master Outlook Integration module.
15. Click [OK].
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You must specify what action this task will perform.

Action: [Starla program

Settings

Program/script:

Add arguments (optional):

Start in (optional):

FA\De CLSINC\Batch'\Export_Outlook.cmd
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The task scheduler main screen will appear
[.+) Task Scheduler.

File Action \View Help

|

Task Scheduler (Local)

= MName Status Triggers
4 | Task Scheduler Library

[ Windows

(T [138EBFBC-A... Ready When the task is created or modified

] Windows Defende| [l (& cmOutlook Ready At12:50 PM on 12/20/2011

1 i

1 Dell
] Games (T {BA33FBO3-F... Ready ‘When the task is created or modified
a [ Microsoft (5 Adobe Flash... Ready At 8:31 PM every day - After triggered, repeat every 1 hour for a duration of 1 day.

Mext Run Time Last F

4/11/2012 4:31:00 PM 4711/

12/20

[ Windows Live (D GoogleUpda... Running Multiple triggers defined 4/12/2012 8:06:00 AM 4711/
] OfficeSoftwareProtect| || (& GoogleUpda... Running At 8:06 AM every day - After triggered, repeat every 1 hour for a duration of 1 day.  4/11/2012 5:06:00 PM 4711/
] wep & Microsoft_H... Ready When the task is created or modified 8724/

3

16. To remove this task from the list of scheduled tasks, complete steps 1,2 and 3 above. Highlight the task that you want to stop/delete a

event.

Name Status  Triggers

(& Cv 00 AM every day
2:30 PM on 1272072011
iple triggers defined

Disable
Export...

Properties
Delete

17. Click on Delete to Delete the task, or you can disable the task as well.

(T {138EBF8C-A... Ready When the task is created or modified
(%) {8A33FB09-F... Rea dy 'When the task is created or modified
(% Adobe Flash... Ready At 9:31 PM every day - After triggered, repeat every 1 hour for a duration of 1 day.

en the task is created or modified

06 AM every day - After triggered, repeat every 1 hour for a duration of 1 day.

4/11/2012 4:31:00 PM
4/12/2012 4:00:00 AM)

Nesxt Run Time

4/12/2012 8:06:00 AM
4/11/2012 5:06:00 PM
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