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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. 
 

 
 

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  The query 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. 
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 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. 
 

 

 Click the Create New Query link. 

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

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

 
 

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 – 
Description 

The database record name – the record description entered by the 
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. 

 

 
 

The following information is displayed on the page: 
 

 

Sort button  

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

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. 

Add Criteria button  Used to add a row of criteria to the query.  (Add Criteria button is 
discussed in “Running Advanced Queries”. 

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

 
 

The following information is displayed on the page: 
 

 

Col 

This is the order in which the fields will be displayed in the query 
results. 

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  Used to add a row of Criteria to the query. 

Edit button  Select this button to edit the field properties. 

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

 

  Click the Save  button. 
You will be prompted to enter information to save the query.  
 

 
 

 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. 
 

 
 

 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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