
Step 1: Go into TE to set-up the scheduler.  You will select FTP location.  You will need the public key, unique username 
and password that CommunityPro sent to you. 
Step 2: Go into Windows to set up the task scheduler.  This allows your computer to continue to “grab” data from TE 
and send it to CommunityPro regularly.   
 

 
Step 1: Setting up the TE Scheduler 

 

Login to your agency by double-clicking the agency name. (One agency at a time) 

The TE Scheduler enables you to automatically send your TE data or specific components of your 

database to a 3rd Party system on a specifically scheduled interval. 

This exercise details how to send tests to a 3rd Party system. 
 

1. On the Tools menu, select Scheduler at the bottom. 
 

 

 

2. This opens the list of Scheduled Tasks. 
 



3. Click New Task to create a new scheduled task.   

 
 

4. This opens a blank Scheduler Task Detail. An example of a scheduled task appears below. 

 
 

 
 
 
 

All except Personnel 

CPS 

CommunityPro Suite Scheduler 

X
X 
X
X 
X
X 

X
X 

X
X 

Select FTP 

Select: today’s date, a few minutes from now 

X
X 

Navigate to the public key that was sent to you to copy/paste 



Notes to keep in mind from CommunityPro: 
Task Type: 3rd Party Export 

Task Name: CPS 

Task Description:  Scheduler for CommunityPro 

Frequency: Daily or Weekly (determined by customer) 

Next Run: Suggest close to the time the scheduler is set up (a few minutes from now). 

Last Run: Ignore Last run (check this box – this is not displayed in the image above)  

* Run without user confirmation (check this box – this is not displayed in the image above!) 

Options to filter:  check all except personnel data (probably 6 files) 

Filter: Default current program year, leave it as is 

Output File Format:  .csv 

Output to:  FTP (not disk!) 

URL Address: ftp://cps-ftp.literacypro.com 
 Username: Enter Agency Name – as sent from CommunityPro 
 Password: Enter Password, copy/paste as sent from CommunityPro 

Click the import key:  TE will give you a navigator to find the key –or—carefully copy and 
paste both lines into the text box (it may format change automatically)  
Save scheduled task! 

 

 
 
 
…Continued directions from TE: 

5. TE Scheduler Definitions: 

a. Task Type. This defines the specific automated task you would like TE to perform. (As of 

TE build 259, only one task, 3rd Party Export, is available.) 

b. Task Name and Description. Type in the name of the task with a brief description. This 

is for agency use; you can label these fields any way you want. 

c. Indicate how often you want TE to run this task (once a day, once a week, and so on.) 

d. Run without User Confirmation. By default, the TE scheduler will prompt you when it is 

time to run the task, and will only run it once you confirm. Check this box to have TE run 

the task without prompting you. 

e. Next Run. Specify exactly what time you want TE to begin running the task. 

f. Last Run. This is a new task, so it is blank. When opening existing tasks, however, this 

field will show when TE last ran this task. 

g. Task Configuration. Select the appropriate Agency and/or Site. 

h. Export Files. Select one of five different files for automatic export. In this example, we 

selected Assessment in order to export tests. 

i. Output File Format. Indicate whether you want to export the file as a .csv or .sdf file. 

j. Output to. Select Disk if you want to automatically export this file to your computer 

hard drive, or FTP if you want to send it to an IT server. 

ftp://cps-ftp.literacypro.com/


k. Check Encrypt with public key if you want to enforce the users to enter a security code 

to run the application. Checking this will prompt you to select a Notepad file that 

contains the specific access code. 

 
6. Once you finish indicating the instructions for the scheduled task, click Save. 

 

7. The new task now appears in the Scheduler List. 

 

8. When it is time to run the application, a prompt will appear similar to the graphic below. Click 

Yes to run i



Step 2: Setting up the Task Scheduler 
 

1. Click the Windows Start and type “task scheduler” – it is a desktop app.  Select it.   

 
2. Depending on Windows version: 

a. In the Task Manager:  File  Run New Task 

b. Left side of screen under Actions panel Create Task options 

 
3. Identify the task: 

a. Name:  TE Export 
b. Location  
c. Author: (your name appears) 
Description: This task will automatically run TE Client and export data based on specific 

export tasks set up in TE Scheduler.   
 

4. Security options: Up to you 

a. Suggested: Run whether user is logged on or not 

b. Hidden: if selected, the task will run without prompting anything on the screen 

 
5. Set schedule 

a. Click Triggers tab  New 

b. On a schedule select the recurrence preference  

i. Recur every 1 weeks on:  MTWThF (this will send files every 5 days/week each 

week) 

ii. The settings in Windows Task are taken into account, not the settings set in TE 

Scheudler 

c. Advance Settings  Enabled should be selected by default (leave it selected) 

d. Click OK to close trigger 

 
6. Find and copy the TEClient.exe file location  

a. Action window  New  Program Script 

b. Browse search for “TEClient.exe” 

c. Select the most recent version of TEClient.exe file from the list to place into the 

“program/script” address bar 

d. If that isn’t working, go to File finder  Browse Search field be entering “TEClient.exe” 

(most recent version) 

e. Copy the location to your clipboard and paste to the “program/script” bar 

 
7. Add parameters to run the application in “Actions” 

a. Add the following to the arguments field: 

/s /a <server address> /c <agency code> /u <username> /p <password> 
and add your actual values for the agency code and login credentials (do not use < >) 

b. Click Ok 



8. Conditions: Additional conditions and settings may appear, but those are optional and can be 

left with default settings. (see image below) 

 
9. The new TE Export Task will be displayed in the list of tasks and will run based on the settings! 

(see sample image below) 

 
  



Sample Conditions: 

 
 
 
Sample Settings: 

  



Directions from the TE Silent Export User Manual  
(more details of step 2 described above) 

 

Using Windows Task Scheduler 
This section details how users can create and configure a windows task that will automatically run at a 
specific date and time, and which will run TE Client in silent mode to save the export data at the location 
specified when the export was created in TE Scheduler. 
This time, instead of using a single command line that will execute at that moment and export the 
required data, users will set up a scheduled task in Windows OS that will perform the same command. 
The task can have multiple parameters and triggers, as explained below. 
Note: Please remember that Windows Task Scheduler actually runs a command prompt and appears as 
described in the previous chapter. The main difference is that, while using the command prompt directly 
users must enter all parameters and values manually, in Windows Task Scheduler all parameters and 
options are selectable through a user interface. This also means that all the rules and behaviors 
described in the previous chapter will still apply here. 
First, let’s open the Windows Task Scheduler. Depending on your Windows OS version, the start menu 
may look differently than how it looks in this document (Windows 10 OS has been used in the 
screenshots) but the descriptions will apply to all Windows OS versions. 
Click on the Windows Start button to open the Start menu, then start typing “task scheduler”. 

      
When the result looks like the screenshot above, press the Enter/Return key – the OS should open the 
Task Scheduler app. 
The Task Scheduler window will open and the current list of tasks and their status will be displayed. 



 
 
A new task will have to be created and set up. 
In the left side of the screen, under the Actions panel, click on Create Task option. 
A new popup window is opened, and we can start setting up the new task. 
A name will be required to identify the task and a description can also be added to explain the task in 
detail.  

 
 
Under the security options, users can choose to change the user account under which the task will be 
run (in case the user setting up the task will not be the one that will run the task). 
The task can be run whether user is logged on or not, allowing the task to run when there’s no user 
logged on the system. 
Users can also click the “Hidden” checkbox. If marked, the task will run without prompting anything on 
the screen. 



 
 
Click on the Triggers tab, then click on the “New...” button to define a new trigger for this task. A new 
popup window will be opened where the trigger can be defined. 
The first option will specify when the task will be triggered. Each option in the dropdown box will have 
its own settings. For this example, leave the “On a schedule” option selected. 
 

    
 
After specifying the moment when the task is triggered, users can select the recurrence type.  
For this example, let’s assume the user wants the task to run each day of the week, except the weekend. 
 

  
 
Under the Advanced settings section, users can select various options that will stop the task or specify 
even more details related to recurrence. These are all optional, but we recommend leaving “Enabled” 



check (as it is by default) which will mark the task as active after it is created. Click the OK button to 
close the trigger popup window and return to the task popup window. 
 

 
 
Note: Please remember that, since Windows Task Scheduler has its own run frequency, the settings in 
TE Scheduler related to when and how often the task should run are disregarded and only the ones set 
for the Windows Task are taken into account. 
 
Now that at least one trigger has been defined, click on the Actions tab. Here the user will specify what 
will happen when the trigger that was just set up is activated. 
 
Click on the “New…” button to open a new popup window where the user will define the action. 
For the Action field, leave the “Start a program” option selected, as this is what we intend to do anyway. 
 
Remember when it was recommended to save the location of TEClient.exe file in a simple text file to be 
used in the command prompt? Open the file, select the location and copy it to clipboard. In the New 
Action popup window, click on the Browser button and paste the location in the address bar. Then 
select the TEClient.exe file from the list. 
 
Now that the application which will be launched has been selected, we need to specify the parameters, 
just as those used in the command line. 
In the “Add arguments” field, type: /s /a <server address> /c <agency code> /u <username> /p 
<password> and add your actual values for the agency code and login credentials. 
 
The screenshot below uses the same fake user account as in the previous chapter, only as example: 
 

    



 
Click the OK button to close the action popup window and return to the task popup window. 
 
The Conditions and Settings tabs will present the user even more options to customize the task, but 
these are all optional and can be left with their default settings. 
 
After clicking OK to complete setting up the task, it will be displayed in the list of tasks and will run 
based on its settings. 
 
 
 

 


