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Quick Reference Guide
Running a Public Query

Navigation

PeopleTools * Query Manager * Use * Query Manager
The Query Manager Search page displays.

Click the Search button .

All available queries displays.

3 Query Manager Component - Microsoft Internet Explorer ;Iilﬂl

File Edit View Favorites Tools Help @g"d‘

A Back - =) - @ ﬁ | @Search @Favnntes @Media @ | %- @‘ -

Address |g“| http:ff10.7.15.181: 7001 fserviets icientservlet/HRE3TS T/ 7emd=starta: j 6o |Links >
@ Home

P -

Find an Existing Query
*Query Type:
Search by: [Name =] [begins witn =l | User |

Create Mew Guery

Search Results Too many items met your search criteria. Onhy the first 300 items displayed.

y .
DISTINCT Private Delete Rename Run

EE LIST General Info about employees Private Delete Rename Run
HIEE TEREM QRY Private Delete Rename Run
S5 JOB DATA Private Delete Rename Run
102 CoLLCy Ded missed in 102 = COLLCU Public Delete Rename Run
102 DED PROB Ded takenin 101 & 102 Public Delete Eename Run
103 SECURITY ASSISTANTS rate incorrect prev Public Delete Rename Run
1600 DEDUCTIONS ALL 16005,1600P,1600F, COPE Public Delete Rename Run |
1600 PROFESSIONALS SEP_AI Public Delete Rename Run
1708RAISEGROLIP Public  Delete Rename Run
1708 2002 UMIT | Public  Delete Rename Run
1708 2002 UNIT 1l Public  Delete Rename Run
1708 ACCRUALS Sep Public  Delete Rename Run
1708 LEAYE Public  Delete Rename Run
1708 LEAYE 06 30 2002 Fublic Delete Rename Run
1708 LEAYE 0F 30 2002 Fublic Delete Rename Run
1708 SERVICE DT AMD ACCRUALS Fublic Delete Rename Eun
321 322 Fublic Delete Rename Eun LI
@j lilili & Internet

The following information is displayed for each query:

Query Name The database name of the query

The Query name is a hyperlink used to access Query Manager Edit mode.

Query Description The description of the query entered upon creation.

Query Type Private — Only the logged on User ID can modify or delete this query.
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Public — Any user can modify or delete this query.
Delete A page will appear asking the user if it is OK to delete the query.
Rename A page will appear allowing the user to modify the query name.
Run Thedquery will be executed and the results will display in a new browser
window.

Locate the query you would like to run.
The [ button advances to the next queries in the list.

Click Run for the query you would like to run.
A new window opens with the results of the query. From this online
display, you can print your results or download it in Excel.

4} Query - Microsoft Internet Explorer == x|
Fle Edt View Favorites Tools  Help @g"dl
P Back - = - @ ﬁ | @Search @Favorites @Media @ ‘ @v a
Address |§] http:/{10.7.15.181: 7001 [serviets icientservlet/HREZTSTI?ICType=0uery j 6o |Links >

-

HIRE_TERM_QRY

Download results in . Excel SpreadSheet CSW Texd Fils (1652 ki)

Wigw All 1-100of 14497 [ Last

o o T hweome | tombse | lastbwe | swwp |

1 0000001 08/01/1937 107211998 0&/3101983

2 0000002 08/2801 945 121301994 1273001984

3 0000003 02/01/1946 12/31/1983 12/31/1983

4 0000004 021111946 05/071 958 05/07/1 988

5 0000005 08/0151 946 121311983 1273161983

f 0000006 DE/0111 946 074271985 077271985

7 0000007 08/0141 946 04/081 999 027280 987

8 0000008 09/0111946 02/28/1985 02/28/1985

9 0000009 08/0111 946 077281959 0772001989

10 0000010 051161946 12/30/1999 1213161985

11 0000011 0911111946 124301999 05100 986

12 0000012 0811111946 02281986 027280 986

13 0000013 091661946 12/30/1999 08/22/1988

14 0000014 0173001947 051121984 05/201984

15 0000015 02/0151 947 1009/ 986 05/3151 985

16 0000016 03/0111 947 124231962 1272301982 |
& [T [meme
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Frint

To print the query, click the File menu, then click the Print
button to print all pages of the query.

To download the results in Excel, click the Excel SpreadSheet link.
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Quick Reference Guide
Creating a New Query

There are six steps to creating a basic query:

Select the record(s).
Select the field(s).

Set the query preferences.
Edit the field properties.
Save the query.

Execute the query.

Navigation

PeopleTools * Query Manager * Use * Query Manager
The Query Manager Search page displays.

<3 Query Manager Component - Microsoft Internet Explorer =18 ]

Fle Edit ‘Wisw Favorbes Tools  Help ésgndl |

P Back » = - @ ﬁ ‘ @Search @Favorites @Med\a @ | %v @ -

Address |§"| http:ff10.7.15,151:7001 fservlets/idientserviet (HRE3TST/Pemd=starta j 6o |Links =
S Sign Out
Horne = PeopleTools = Guery Manacger = Use = Query Manager ey Window
Query Manager
Find an Existing Query
*Query Type:
Search by: |Name =l |hegm5 with =l | User =l

Create Mew Queny

Click the Create New Query link.

Click the first drop-down arrow to select the Search In option. The
options are:

e Name

e Search in Both

Click the second drop-down arrow to select a Search Type. The options
are:

e Ends with
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e begins with
e contains

Enter the text in the third search box on how you would like perform your
search.

Click the Search - button.

All available records for your search displays.

3 Query Manager Component - Microsoft Internet Explorer i ;Iiléll
File Edit “iew Favorites Tools  Help @gnd‘
= Back - =mp - @ ﬁ | @Search @Favnr\tes @Media @ | %v @‘ -

Address I@ http:fi10.7,15,181: 7001 /servietsficientservlet [HRB3TST Pemd=starts: j @Go | Links *

@ Home 2 wWorklist 3 Sign Out

Home = PeopleTools = Query Manager = Use = Query Manager M Wiind o

J( Records \( Query YExpreasmnsY Prampts Y Fields Y Critetia Y Having Y VlewS@L\‘

Query Hame: MNew Unsaved Query Description:

Find an Existing Record

Search by: |Name j |hegin5wwth j |PERSONAL

Search Results

First [ 1.6 ot s [M] Last

PERSONAL_DATA - PERSONAL_DATA view Add Record
FERSOMAL_DT2 W - Personal Di3 View Add Recard
PERSONAL_DTA_WW - EE Personal Data View Add Recard
PERSOMNAL_DT_FST- PERSONAL_DT_FST Add Recard
PERSOMNAL_FHOME - Personal Data - Phone Mumbers Add Record
PERSOMNAL %W - Personal Data Mame View Add Record
a [T s

The following information is displayed for each record:

Folder icon Click on the icon to display all the fields associated with the record. This is
useful to determine if the record is the correct one required for the query.

Record Name — The database record name — the record description entered by the
Description developer at the time the record was created.
Add Record Click this hyperlink to select the record for this query.
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Locate the record you would like select a record from.

Click the Add Record link for that record.
The page displays all fields related to each record. You can use the
scrollbars to find the fields required for the query.

/2 Query Manager Component - Microsoft Internet Explorer _|= |1||
Fle Edit View Favorites Tools Help ﬁg"d‘ ﬁ
4P Back » =p - @ ﬁ | @Search @Favnntes @Medla @ | %- @ -

Address |2_'| http:/{10.7.15.181: 7001 {servlets icientservlet [HRE3TS T Femd=starta: j 6o |Links >

& Home i dis S Sign Out

Home = PeopleTools = Query lanager = Use = Query Manager Dy Window =
{ Records " Query % Ewpressions  Prompts | Fields  Criferia  Hawing  WiewSOL

Query HName: MNew Unsaved Query Description: .

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remaove from query. Add additional QO
recards by clicking the records tab. When finished click the fields tab

Chosen Records
Alias Record
(= A PERSONAL_DATA- FERSONAL_DATA view Hierarchy Join EI
CheckAllFields | UncheckAll Fields |
Find First (4] 1.139 of 133 [P] Last

¥ E=EMPLID - EmpliD %

Il COUNTRY_NM_FORMAT - Format far Country b

F  NAME-MName %

[l NAME_INITIALS - Mame Initials %

- MAME_PREFI¥ - Mame Prefix Join MAME PREF TBL - ?}-
Marne Prefixes

[T NAME_SUFFIX- Name Suffic JoinMAME SUFFI TBL. %
Harme SufiixTahle

Il NAME_ROYAL_PREFIX - Name Roval Prefix Join MM ROYPREF GEL - b
Ger Mame Raval Pref Tahle

[ NAME_RGYAL_SUFFIX- Name Royal Suffi JoinhM EOYSUFF GBL- %
MLD Mame Rovyal Suff Tahle =

~ NAME_TITLE - Tifle Join TITLE TBL - Title Table &

Il LAST_MAME_SRCH - Last Mame %

[l FIRST MAMF SR1H- First hams 2 =l

&) [ [ [ nternet

The following information is displayed on the page:

Used to sort the field names alphabetically rather than the order
they appear on the record.

Sort button ﬂ

Checkbox Check the box to select this field for the query.
Key Symbol = Indicates the key fields for the record.
Field The field name as it is stored in the database.

Used to add a row of criteria to the query. (Add Criteria button is

N P
Add Criteria button discussed in “Running Advanced Queries”.

Join Record Name Some fields are related to other records. Those related records

Version 8.3 rev 8/22/2007 Page 8 of 11



City Colleges of Chicago Peoplesoft Query Training

can be joined to this query using this hyperlink.

Select the checkbox for the fields you would like to use in your query.

Click the Fields tab.
The Fields page displays showing the fields you selected for your query.

3 Query Manager Component - Microsoft Internet Explorer Aﬂﬂl
File Edit Miew Favorites Tools Help ﬁend‘ | "
Back v = - () A | Qzearch [GfFavories Eivedia £ | AN =

Address Iﬁj http:ff10.7.15.181; 7001 jservletsficientservlet/HREITST Pemd=starkd. j @Go | Links **

% Home 2 Worklist S Sign Out

Home > PeopleTools » Query Manager = Use = Query Manager e Wiindowe

| Records  Query | Fwpressions | Prompts * Fields ) Criteria  Having  Wiew S0L

Query HName: MNew Unsaved Query Description:

view field properties, or use field ag criteria in guary staternent. ReorderSort |

of 3 [P] Last
Col Record.Fieldname Format Ord XLAT Agg Heading Text Edit Delete
1 AEMPLID - EmpliD Charl1 18] Edit E'
2 A MAME - Marne Charal Marne Eait| [=]
3 AMAME_TITLE - Title Charan Title Eait|[=]
B save Save Az Run Mew Query Preferences  Properties Mew Unian Y Return to Search
& Dore [ [ [ nternet

The following information is displayed on the page:

This is the order in which the fields will be displayed in the query
results.
Col
Field The field name as it is stored in the database.
Format This is the format of the field as it is defined in the database.
Ord Indicates if this field has been selected to be used for sorting.
XLAT This indicates if the field is a code from the translate table
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Agg This indicates if an aggregate function has been assigned to this
field.
Heading Text The default text as defined in the database.

Add Criteria button b

Used to add a row of Criteria to the query.

Edit button

Edit Select this button to edit the field properties.

Delete button L= Select this button to deleted the field from the query.

Click the Save 'E3%=v=] putton.

You will be prompted to enter information to save the query.

3 Query Manager Component - Microsoft Internet Explorer ;Iilll
Fle Edit View Favorites Tools  Help @g"dl |

AP Back » =p - @ ﬁ ‘ @Search @Favontes @Med\a @ | %. @ -

Address |ﬁ_‘| http:ff10.7.15.151:7001 fservletsficientserviet (HRE3TST?emd=starka j 6o |Links )

=

Horme = PeopleTools = Query Manager = Use = Query Manager

& Home @ Warklist

Enter a name to save this query:

*Query Name: |Emp|nye e_List

Description: |General info ahout emplovees
*Query Type: | Lser |
“Owmer: Private 7]

Query Definition:
=l
[

Meswy Wind o

S Sign Out

Enter a Query Name.

The Query Name can be up to 30 characters with no spaces in the name.

Enter a Description for this query.
The Description can be up to 30 characters.

Click the Query Type drop-down arrow to select User or Process.

Click the Owner drop-down arrow to select Private or Public.
This allows you to indicate who has access to the query. Private is the
default. Only the Operator ID that created the query can open, run,
modify or delete the query. Only the Operator ID that created the query
can modify the owner to Public. Selecting Public means any user with
access to all records used for the query can open, run, modify or delete

the query.
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Enter a Query Definition if you would like to add more detail to the
query.

Click OK.
The query is saved.

Click the Run link.
A new window opens with the results of the query. From this online
display, you can print your results or download it in Excel.

/3 Query - Microsoft Internet Explorer - |ﬁl|5||
File Edit View Favorites Tools Help @g"d‘ | 5t
A Back - =) - @ ﬁ | @Search @Favnntes @Media @ | %- a

Address |g“| http:ff10.7.15.181: 7001 fservietsficientservlet [HREZTSTI?ICType=Cuery j 6o |Links >

-

EMPLOYEE_LIST- General info about employees

Dowmnload results in . Excel SpreadSheet CSW Text File (10815 ki)

Wigsw All 1-100of 14498 [ Last

0 | hamo  [mo|  Amresst | dross? | aurossd |adrossd | iy | postal | Briniao |

1 0000001 |Shabat, Oscar 3800 Lake Shore Dr Chicagao B0613 08M7Ma12

2 0000002 |Farrell Mary 3851 Mission Hills Rd M Morthbrook BODGZ 02191926

3 0000003 |Mariarty, Dorothy Box 673 Park Ridge BODES 01/05M919

4 0000004 | Karanikas Helen 618 K Harvey Av Calk Park B0302 08/22M14923

) 00oo0as |Brille Bernard F.O. Box 542 Sarasota 34230 121041922

3} 0000006 |Slutsky, Bette 1300 Central Street Evanstan 602011614 |D3/30/1925

T 0000007 | Slutsky,Iving 1300 Central Street Evanston BO2011614 |04/211918

8 0000008 |Chausow,Hymen 2836 Arlingtan Ave Highland P BOD35 073171920

9 Q000008 |Young,Betty T14 Ringland Road Riverwoods (60015 08021919

10 |0000010 |Tish,Morris 4528 Main St Skokie BO0TE 10/2711918

11 (0000011 |Mueller Estelle 8014 5 Lawler Ave Burhank B0459 04/30M 916

12 (0000012 |Hoffmeyer Ruth 828 Brentwood Dr Bensenyill B0108 12301917

13 |0000013 | Clarke Edith 2007w, 10151 6t Chicago BOE43 09/28M918

14 |0000014 |Liden Jr.Ernest 10010 Desert Rock Drive Sun City 85351 05/04/1924

16 |0000015 |wWalgren,Bertil 621 'winston Drive Melrose Pa BO160 08/021 916

16 (0000016 |SkarbekJeannette 404 Noltingham Drive Irding 750616454 |(01/25M1918 LI

&) Done [T [ [@meme

To print the query, click the File menu, then click the Print ™

button to print all pages of the query.

To download the results in Excel, click the Excel SpreadSheet link.
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