[bookmark: _GoBack]How to Setup and Run a Schedule Job
Bring up the site you want to schedule.
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Go to the “Check” tab and pick “Record Form Input”. This start the recording of information on the site that is required. The script used by SortSite to run the task.
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When you complete the website, information needed to review each page then “Press Stop” that is located on the menu.
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After you press stop you will need to go to the first page of the site. Select “Check” dropdown. Select “Check…”.  A “New Site Check” window will appear.  
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You will have several action items to address.
· Start Page: Make sure you have the correct URL for the site you need to review
· What to check: Will bring up another window in which you can change the rules you selected.
· Which Pages: This allows options on how to check a site.
· Option 1 is the Entire site
· Option 2 is Folder, which checks the start page selected and the pages in the same folder or sub-folders. This is the most often used to check the different sites.
· Option 3 is Single Page, which only checks the page you have listed. It will not check off page links.  The developers use this the most as they are creating their pages. 
· Option 4 is Page and Links which check a single page and the links off the page

· Additional pages:  It allows you check page with no click path from the start page.
After you have select, the options you want then select the “Check” button on the window.  This will start your first scan of the site.
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After the scan completes it will bring up a report. Select “Save” on the menu. 
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Save it you a location of your choice. Make sure your program SortSite has access to the location because it will access the file you saved to run the scan job.  You can name the file any name you choose.
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After you save the file, you can now setup a schedule task that will run automatic at the time and day you set. Select the “File” tab and then select “View Schedule” 
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It will bring up the “Scheduled Tasks” page. This is where you will add, modify or delete a task.

To add a task Select “New Task” button
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A new window, Schedule Update of SortSite – [Name of site you are updating]
Here you will setup when you want to run if you need to add more criteria use the Advance Button. After you are finish press “OK” to add the new task, if you used Advance button you will have to press “OK” twice.
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Under the Options dropdown, you have several things you can do.
You can change the name of the task. You can delete the task. You can modify the properties of the task. Under properties is where you change the time of the running of the task.
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