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PeopleSoft Query Overview

PeopleSoft Query (Query) is an end-user reporting tool that allows users to extract information from
SFS easily and efficiently. Queries can be as simple or as complex as needed; and can be one-time
gueries or saved queries used repeatedly. This manual walks through the steps of creating a query
using the web query tool, and also discusses some advanced query topics that aid in creating powerful
queries.

To use Query efficiently, you need a basic understanding of the data (that is, in what record is the data
stored) the query will be based upon, and relationships to other records within the database. It is fairly
simple to create a query, but it takes time and understanding to create a query and bring back accurate
data.

Query has several different ways to do the same task, this manual shows one way. You will likely find
different ways to do many items described in this manual. Use the method that works best for you.

Before getting started with Query, remember the following:

¢ Use asingle mouse click when working with Query. There is no need to double click on fields
or tabs.

e Do not use the back button on the browser when navigating through SFS.

o If the system is processing, there is not a way for you to stop the processing. Pressing the
stop button on the browser or clicking on another tab will likely cause the system to not respond.
You will lose any unsaved data.

e PeopleSoft uses the terms “record” and “table” interchangeably. In this manual, the terms will
mean the same thing, which is a two-dimensional arrangement of rows and columns that holds
data.
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e Queries can be either ‘Public’ or ‘Private’. Public queries are available for any user to review,
run or alter. Private queries can only be accessed by the owner.

Process Frequency Used on an ad-hoc basis.
Dependencies Some knowledge of SFS records and data.
Assumptions N/A

Responsible Parties N/A

Alternate Scenarios N/A

Process Detalls - Joins

Navigation: Reporting Tools> Query> Query Manager
Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create New Query

*Search By | Query Name v begins with

Search Advanced Search

I.  Creating a Query with Multiple Records

Query Manager allows you to build queries with multiple-record joins. Joins retrieve data from
more than one record. PeopleSoft Query links the records, based on common fields, and
links the rows on the two records by common fields in shared columns.

Joined records must each include at least one field in both records that contain similar data.
For example, if you want to join Vendor record and Voucher record, they both must contain a

common field, such as a Vendor ID field, or a “High level” key field. (symbolized using a Key) to

serve as a field on which the data can be joined. Records can be joined on multiple (similar)
fields so long as the fields have the ability to match information. Typically (but not always)
records are joined on key fields. Key fields are essentially the field(s) that make the record
unique, and are shown in Query with a

&= symbol next to them. If you have a query with multiple records, and do not add joins or
create incorrect joins, the results will return wrong information may result in a cartesian
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join and the query could get stuck in a loop and never finish processing.....this is bad and
the System Administrators will not like you.

Using joins, you define relationships among fields when you query the records. The procedure
for joining records differs depending on how the records being joined are related to each other.
Query Manager uses three types of joins: record hierarchy (parent-child relationships), related
record (predefined relationships), and any record (relationships the user defines).

II.  Creating Hierarchy Joins

A hierarchy join is similar to a parent/child relationship. An example of this is the
JRNL_HEADER and JRNL_LN. This type of join is the easiest to create in Query and
PeopleSoft completes the join automatically.

1. To create a Hierarchy Join, select the base record for your query (parent)
2. Click the Hierarchy Join link.

Chosen Records

Alias Record
= A JRNL_HEADER - Journal Header Data Hierarchy Join El
Check All Uncheck All
Fields Find | View All First ‘4 1-50 of 78 Last
4 B= BUSINESS_UNIT - Business Unit T
¥ B= JOURNAL_ID - Journal ID T
v/  B= JOURNAL_DATE - Journal Date %
¢ B UNPOST_SEQ - UnPost Sequence T

3. Records that have a parent/child relationship will appear.

Select record for hierarchy join

Left | Right

[£= JRNL_HEADER - Journal Header Data

= JRNL_CF_BAL_TBL - Journal Balances Table

JRNL DRILL VW - Journal Line DrllDown View
JRNL_LN - Journal Line Data

JRNL_OPENITM_VW - Open Item Journal View
OPEN_ITEM_GL - GL Open ltem Table
UW_AP_JRNL_LN - Journal Line Data
UW_JRNL_BUD_VW - Journal Line Budget DrillDn Vw
UW_JRNL_DRL_WVW - Journal Line DnlliDown YW- Mod
UW_PO_JRNL_LN - Journal Line Data
UW_REDBOOK_LOAD - Redbook Budget lines

[Tt

I

il

rerrrrrerew

!

Cancel
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4. Select the child record to join to the parent record.....select JRNL_LN record. The join is
reflected on . This action automatically creates the necessary joins needed between the
two records.

Chosen Records

Alias Record
B A JRNL_HEADER - Journal Header Data Hierarchy Join (=]
B B JRNL_LN - Journal Line Data joined with A Hierarchy Join E|

5. You can select fields from either record to be included in the results, the same as a query
with only one record.

6. Click [= next to the record name to minimize the record, OR
Click to view the fields from that record.
8. Once you have selected fields, click “View SQL” to see the automatically created join.

™~

Records Query Expressions Prompts Fields Criteria Having Dependency Transfon ons View SQL

Query Name New Unsaved Query Description

XLAT/Related Language

Query SQL

SELECT A.BUSINESS_UNIT, A.JOURNAL_ID, TO_CHAR(A.JOURNAL_D,
AACCOUNTING_PERIOD, A SOURCE
FROM PS_JRNL_HEADER A, PS_JRNL_LN B
WHERE ( B.BUSINESS_UNIT = A BUSINESS_UNIT
AND B.JOURNAL ID =A JOURNAL ID
AND B.JOURNAL_DATE = AJOURNAL_DATE
AND B.UNPOST_SEQ = A UNPOST_SEQ)

CYYYY-MM-DD'), AUNPOST_SEQ, AFISCAL_YEAR,

[ll. Creating Related Record Joins

In a Related Record join, you can automatically join two records based on a relationship that is
predefined in the record design.

1. Inthe example below, the LEDGER record is used in the query. Notice there are several
hyperlinks on the right hand side that say “Join...” Clicking on one of these hyperlinks will
join the record automatically to the record you choose. Click on the link for Account
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Records Query Expressions Prompts Fields Criteria Having Dependency Transformations Viev

Query Name MN_LEDGER Description

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add 8¢
additional records by clicking the records tab. When finished click the fields tab
Chosen Records

Alias Record
[ A LEDGER- Ledger Data Hierarchy Join =]
Check All Uncheck All
Fields Find | View All First ‘4 1-350f35 '}/ Last
B= BUSINESS_UNIT - Business Unit %
B= |EDGER - Ledger %
B= ACCOUNT - Account Join GL_ACCOUNT_TBL - %
Accounts
B= ALTACCT - Alternate Account Join ALTACCT_TBL - ?
Alternate Account
¢/ B~ DEPTID - Department Join DEPT_TBL - %
Departments
E= OPERATING_UNIT - Operating Unit Join OPER_UNIT_TBL - %
Operating Unit
B= PRODUCT - Product Join PRODUGCT _TBL - %
Products

2. When you click on the link to add the record, you will be taken to the “Select join type” screen.

Select join type

Join Type
‘& Join to filter and get additional fields (Standard Join)
Join to get additional fields only (Left outer join)

OK Cancel

3. Choose ajoin type

4. Click S . (For information on Left Outer Joins, see Section V.)

5. Once you have joined the appropriate record(s), you can add fields to your query or view
the fields from multiple records in your query.

6. Navigate between the records the same way as the Hierarchy Joins above, by clickingthe

next to the record name on [ =EEii,
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IV. Creating Any Record Joins

Query Manager allows the creation of a join between any two records. Query will attempt to
automatically join the records based on the keys on each record, which may or may not be
what you want. It is very important to understand the record structure to ensure the links
created are appropriate. Additional joins may need to be added that Query does not create.
Planning the query becomes more important as query complexity increases.

In this example, two AP records are used in the query - VENDOR_LOC and VENDOR_PAY.

1. Click
2. Enter the Record Name ‘VENDOR_LOC’ in the begins with field
3. Click (mmSeareh
Search Results
Record Personalize | Find | View 20 | L | L_:;i First ‘4 10of1 ‘»' Last
Recname Join Record Show Fields
VENDOR_LOC - Supplier Location Join Record Show Fields
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4. Click the Add Record hyperlink for the Rechame VENDOR_LOC.
5. You will see the VENDOR_LOC record added to [l !,

Records Query Expressions Prompts Fields Criteria Having Dependency Transformations Vie

Query Name New Unsaved Query Description

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add 20
additional records by clicking the records tab. When finished click the fields tab.
Chosen Records

Alias Record
= A VENDOR_LOC - Supplier Location Hierarchy Join =]
Check All Uncheck All
Fields Find | View 100 First ‘4 1-500f128 '} Last
(] B= SETID - SetiD Join SP_SETID_NONVW - ) 4
Sec Vw - TableSet ID's
o b= VENDOR_ID - Supplier ID %
o B= VNDR_LOC - Supplier Location cfl
O = EFFDT - Effective Date %
o EFF_STATUS - Status as of Effective Date c'!
u CURRENCY_CD - Currency Code Join CURRENCY_CD_TBL - ) 4

6. To select the second record, click | d e
7. Enter the Record Name ‘VENDOR_PAY’ in the begins with field
8. Click . S®areh

Search Results

Record Personalize | Find | View 20 | LV | K First ‘4’ 10f1 ‘& Last
Recname Join Record Show Fields
VENDOR_PAY - Supplier Payment Defaults Join Record Show Fields

9. Click the Join Record hyperlink for the Recname VENDOR_PAY.

Select join type and then record to join with VENDOR_PAY - Supplier Payment Defaults.

He
Join Type
Join to filter and get additional fields (Standard Join)
Join to get additional fields only (Left outer join)
Join Record Personalize | Find | £V | k= First ‘4" 10of1 "»' Last

A =VENDOR_LOC - Supplier Location
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10. Select a Join Type
e A Standard Join will return data only if data is present that matches your criteria in

both records.

e A Left Outer Join will return all data from the first record and additional data where
the criteria are met on the second record. It will not filter the results to where the
conditions are met on both records. (For more information on Left Outer Joins, see

Section V.)

In this example, we will use a Standard Join, because we want data from the records where

data is present in both records.

11. Click on the appropriate hyperlink in the Join Record section to add the second record to
the query. In this example, there is only one additional record, VENDOR_LOC. PeopleSoft
will create criteria based on the similar keys between each record.

Auto Join Criteria
Help

Query has detected the join conditions shown below.
Use the checkboxes to unselect the criteria that you do not want to add to the query and click add
criteria when done. The criteria added can always be modified later using the criteria tab.

v A SETID - SetlD = B.SETID - SetlD
v AVENDOR_ID - Supplier ID = BVENDOR_ID - Supplier ID
v ANVNDR_LOC - Supplier Location = BVNDR_LOC - Supplier Location
Add Criteria Cancel
12. Click Aad-Ciiaiia to add these criteria to the query.
Chosen Records
Alias Record
B A VENDOR_LOC - Supplier Location Hierarchy Join E|
B B VENDOR_PAY - Supplier Payment Defaults Hierarchy Join [=]

13. You will see the VENDOR_PAY record added to
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14. If additional criteria need to be entered, navigate to and add appropriate criteria,
with the Expression 1 Type and Expression 2 Type for both being ‘Field’. This would look
like the following:

TNIVITITTT o7
wicomin s Shared

“ Financial
System

Favc»vrites : Mamyenu > Reportigg Tools > query > Query Manager

Edit Criteria Properties

Choose Expression 1
Type

Choose Record and Field
@ Field Record Alias.Fieldname:
© Expression @, ASETID- SetiD
*Condition Type:  equal to v

ChooseExpression2 W Expression2 |
Type
Choose Record and Field

':?) Field Record Alias.Fieldname:
© Expression | | | s
®constant = | | |[*7
© prompt
© subquery
OK | | Cancel |

TIP: If you are unsure of the record structures and how the records are related, run the
guery with only one record at a time and review the information to determine proper
relationships.

V. Left Outer Joins

Query Manager enables you to easily create a Left Outer Join. The query will then bring back all
rows of the first (left) record in the result set, even if there are no matches in the joining record.

1. Select the Left Outer Join option for the Type of Join
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Select join type and then record to join with VENDOR_PAY - Supplier Payment Defaults.
He
Join Type
Join to filter and get additional fields (Standard Join)
Join to get additional fields only (Left outer join)
Join Record Personalize | Find | L2 | = First ‘4" 10f1 ‘b Last
A =VENDOR_LOC - Supplier Location

When you select Left Outer Join as your Join Type, join to the most recently added
record in the query, or you will receive an error message. If you are creating a query
with more than 2 records, be sure to add the “left” record just before the “right” record.

Here is an example, following are two sample records and how the different joins would return
data:

e Standard Join - Rows are returned only where there is data in both records. (Result set
contains 6 rows)

Cust.# - | CustomerFirst - Customerlast ~ Email ~ | OrderID ~ Item - Item# - Quantity -~ Shipped - Total OrderAmt -
2 Frank Smith frankie@email.com 1 Sponge 29892974 4 ] $25.25
3 Jennifer Johnson Jjgirl@email.com 6 Napkins 20777744 100 @] $4.55
3 Jennifer Johnson Jjgirl@email.com 4 Paper Plates 29379246 25 2] $11.56
4 Robert Green begreen@email.mail 5 Napkins 29797746 100 ] $4.55
6 Timothy Dominick tdominick@emailaddressplace.com 3 Dish Towel 20742749 2 ] $4.75
6 Timothy Dominick tdominick@emailaddressplace.com 2 Scraper 28797294 1 ¥ $5.23

e Left Outer Join - All rows are returned from the first (left) record, and any data from the
second (right) record is also presented. (Result set contains 8 rows)

Cust.# - CustomerFirst - | Customerlast ~ Email v | OrderiD ~ Item - Item# - | Quantity - | Shipped - Total OrderAmt ~
1 Penny Nickels pnickels@email.com (@]
2 Frank Smith frankie@email.com 1 Sponge 29892974 4 2] $25.25
3 Jennifer Johnson Jigirl@email.com 4 Paper Plates 29379246 25 V| $11.56
3 Jennifer Johnson Jjgirl@email.com 6 Napkins 20777744 100 ] $4.55
4 Robert Green begreen@email.mail 5 Napkins 29797746 100 ¥ $4.55
5 Suzy Worthington suzywor@emailaddy.com ]
6 Timothy Dominick tdominick@emailaddressplace.com 2 Scraper 28797294 1 ] $5.23
6 Timothy Dominick tdominick@emailaddressplace.com 3 Dish Towel 20742749 2 ¥ $4.75

VI. Using Having Criteria
SQL does not support the use of aggregate functions in WHERE clauses. When an aggregate

function is applied to a field (i.e. sum, count, etc.) you cannot add a typical limit to it. To limit
rows based on the results of an aggregate function, Query Manager creates HAVING criteria.
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An example of using a HAVING criteria would be to create a list of departments that have
greater than $5,000 posted to a particular account during a fiscal year.

When you click the Add Criteria e icon from the tab for an aggregate field, new
criteria is added to tab instead of tab. The selection criteria using the

tab in the same way you add selection criteria using tab.

1. To add Having criteria, go to tab.

Tomam  Shared

AJ Financial
System

Favo!rites Main !Menu > Repom'rlg Tools > Qu'ery > Query Manager

Records Query Expressions Prompts @ Criteria Having View SQL

Run

View field properties, or use field as criteria in query statement.

Col Record.Fieldname Format Ord XLAT Aqgq Heading Text
1 ADEPOSIT_BU - Deposit Unit Char5 Unit
2 ADEPOSIT_ID - DepositID Char1s DepositID
3 APAYMENT_SEQ_NUM - Payment Sequence Numé6.0 Seq
4 APAYMENT_ID - Payment ID Char15 Payment ID
5 APAYMENT_AMT - Payment Amount SNm25.3 Amount
6 APAYMENT_STATUS - Payment Status Char1 N Status
7 AAR_WOAPPR_STATUS - Write-Off Approval Status Char1 N Status
8 APAYMENT_METHOD - Payment Method Char3 N Pay Method

Query Name TEST_QUERY_HAVING_TAB Description Demo of HAVING tab use
‘Reorder / Sot |

Personalize | Find | View All[‘n | s First 4] 18o0f8 [} Last

Add Criteria Edit Delete
% Edit  |[=]
% Edit =
% wEdity | (=]
) 4 Edit =/
? ¢ Edt (=]
% et |
2 . Edt (=]
? ~Edit =]

[ Feed

2. On the field you would like to aggregate, click |ﬂ.|

Veonnsm  Shared
. Financial
System
Edit Field Properties
Field Name: A PAYMENT_AMT - Payment Amount

© None

© NoHeading @ RFT Short
©

@ Text © RFT Long ®

Heading Text: © Min
[amount ® Max
*Unique Field Name: © Average

|A PAYMENT_AMT

OK | Cancel

Favc;rites Main!Menu > Reportirlg Tools > QLI'eW > Query Ma

Heading Aggregate
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None

No action

Sum

Numeric total of values

Count

Number of rows returned in criteria

Min

Smallest numeric value

Max

Largest numeric value

Average

Mean/Average numeric value

3. Choose an Aggregate function to perform on your field.

4. Click %
P x Shared

Financial

System

Favo!rites Main;denu > Reportirlg Tools > query > Query Manager

Prompts Criteria

View SQL

Records Query Expressions Having Run

Query Name TEST_QUERY_HAVING_TAB

|Col Record.Fieldname
1/A.DEPOSIT_BU - Deposit Unit

\ 2 ADEPOSIT_ID - DepositID

' 3 APAYMENT_SEQ_NUM - Payment Sequence

i 4 APAYMENT_ID - Payment ID

: 5 APAYMENT_AMT - Payment Amount

‘ 6 ‘A.PAYMENT_STATUS - Payment Status

: 7 AAR_WOAPPR_STATUS - Write-Off Approval Status

8 APAYMENT_METHOD - Payment Method

View field properties, or use field as criteria in query statement.

Format

Chars
Char1s
Numé6.0
Char1s
SNm25.3
Char1
Char1

Char3

Description Demo of HAVING tab use

Ord XLAT Aqq Heading Text Add Criteria  Edit

Unit 4 | Edit
Deposit ID % | Edit
Seq ?. fé&f
Payment ID b A | Edit
'Sum 'Sum Amount %  Edit
O e It | Edit

N Status A | Edit

Pay Method % - Edit

¥
Personalize | Find | View All| ) J'E=E First

4]

180f8 L Las!

Euu‘mumum

Delete

5. You will now see the aggregate function appear on tab in the Agg column

6. Click baais

:.',L:‘.:&',','“:.' Shared

Lw Financial

System
Favorites :
v

Records | Query | Expressions | Prompts | Fields

Mainylenu > Reportirlg Tools » query > Query Manager

Criteria View SQL

Run

Query Name TEST_QUERY_HAVING_TAB Description Demo of HAVING tab use £ Feed ~
Add Having Critefia | g haying criteria have been added yet.
| Save Save As New Query Preferences Properties Publish as Feed New Union | ReturnTo Search |
. Add Having Criteria
7. Click 8 ‘
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lll'lll.l;.'“:.l Shared

WO
' Financial
System

Favorites - Main Menu > Reporting Tools > Query > Query Manager

Edit Having Criteria Properties

Choose Expression 1
Type ‘ Choose Record and Field

@ Field Record Alias.Fieldname:
© Expression @,
*Condition Type: equalto v
Choose Expression 2
| ¥na ‘ Define Constant

© Field

) Expression
@ Constant
@ Prompt

©) Subquery

Constant: | @, ‘

o0k | | Cancel-—|

8. Inthe Expression 1 box, use the @, icon to select the field for Record Alias.Fieldname.

System
Favovrites : Main ylenu > Reportinvg Tools > query > Query Manager

Select a field
Select a record to show fields for Personaiize | Find | BV | % rirst Bl g 014 1 Last
Alias Record Record Description Show Fields
A PAYMENT Payments | Show Fields |

APAYMENT AMT - Payment Amount

- Cancel .|

9. Any fields that have aggregate functions will be available to choose from. Click thehyperlink
to select your field.
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Wikt Shared
. Financial
System

Favorites Main Menu > Reporting Tools > Query > Query Manager

Edit Having Criteria Properties

Choose Expression 1

Type

Choose Record and Field
© Field Record Alias.Fieldname:
© Expression @, APAYMENT_AMT - Payment Amount

*Condition Type:  greater than -

Choose Expression 2
Type
© Field

© Expression
© Constant
© Prompt

© Subquery

Define Constant

Constant: [5000.00

[0k [-cancel]|

10. Select the appropriate Condition Type from the dropdown menu.

11. In the Expression 2 box, enter your Constant in the Define Constant section in the same
way you would define any other criteria. (In this instance, we are looking for any total
payment amount greater than $5,000.00.) Your screen should look something like this:

12. Click | 9K

13. You will now see your Having Criteria on . Having criteria cannot be seen on

CIR

lll'llllg':.l Shal’ed

' Financial
System
Favorites | Main Menu > Reporting Tools > Query > Query Manager
Records | Quey || Expressions | Prompts | Fields | Criteria (@EVIE) | ViewsSQL  Run
Query Name TEST_QUERY_HAVING_TAB Description Demo of HAVING tab use ]
' Add Having Criteria al ' Group Having Criteria
Having Criteria
| Logical Expressiont Condition Type Expression 2 Edit Delete |
I 1 |
T _ APAYMENT_AMT - Payment (e =
l 2 i areater than 5000.00 | Edit =]

14. The limit setup is the same as a traditional limit; however, the SQL written behind the scenes
is different.
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(_Records | Query | Expressions | Prompts || Fields | Criteria | Having (RSl Run |
Query Name TEST_QUERY_HAVING_TAB Description Demo of HAVING tab use

Query SQL
SELECT ADEPOSIT_BU, ADEPOSIT_ID, APAYMENT_SEQ_NUM, APAYMENT_ID, SUM( A.PAYMENT_AMT), APAYMENT_STATUS,
AAR_WOAPPR_STATUS, APAYMENT_METHOD
FROM PS_PAYMENT A
GROUP BY ADEPOSIT_BU, ADEPOSIT_ID, APAYMENT_SEQ_NUM, APAYMENT_ID, APAYMENT_STATUS, AAR_WOAPPR_STATUS,
APAYMENT_METHOD
HAVING ( SUM{ A.PAYMENT_AMT) = 5000.00)

VII.  Using Wildcard Characters to Find Information

PeopleSoft applications support three wildcard characters to help you search for data in
character fields. You can use these wildcard characters to find the exact information that you
need.

NOTE: Wildcard characters only work with the ‘begins with’ and ‘contains’ operators.

The supported standard wildcard characters are:

% (percent symbol) Match one or more characters.
_ (underscore) Match any single character.
\ (backslash) Escape character; do not treat the next character as a wildcard.

e 9% matches any string of zero or more characters. For example, C% matches any string
starting with C, including C alone.

e _ matches any single character. Such as, _ones matches any five-character string
ending with ones, such as Jones or Cones.

e To use one of the wild-card characters as a literal character, meaning to include a % in
your string, precede the % character with a \, as \%.

The following will demonstrate an example, if you wanted to find the SFS Centrally maintained
queries, you could search for ‘SFS%’ in the begins with search box for Search By ‘Query
Name’. However, the system returns a list of all queries that begin with SFS which includes
gueries that are NOT maintained centrally, as you can see below:
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Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create New Query

*Search By | Query Name v begins with SFS%

Search Advanced Search

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

*Folder View | — All Folders — v
Check All Uncheck All *Action| — Choose — v Go
Query Personalize | Find | View 100 | L2 E First ‘4

oo Run Run
Select Query Name Descr Owner Folder Edit HTML t© to Sct

Excel XML
SFS_1099_VNDR_DFLT_LOC 1099 Vendors WTHD Default LOCs Public  1099_CLEANUP Edit HTML Excel XML Sci
SFS_ACH_EMP_VENDOR_SUM EMP_VENDOR_ACH_SUM Public Edit HTML Excel XML Sci
SFS_ACH_ERE_SUM SFS_ACH_ERE_SUM Public Edit HTML Excel XML Scl
SFS_ACH_EXT_VENDOR_SUM SFS_ACH_EXT_VENDOR_SUM Public Edit HTML Excel XML Sci

Understanding that the centrally maintained query inventory list uses a naming convention of
‘SFS_module two letter designation_query name’ then you could reduce the list to those that
are centrally maintained by using ALL three wildcard options.

1. Search by ‘Query Name’ begins with ‘SFS_%’
2. You can also find these special queries by changing the Search by to ‘Folder Name’ begins
with ‘SFS%Inventory’

luery Manager

=nter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Query | Create New Query

*Search By |Query Name v begins with SFS_%

Search Advanced Search

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

*Folder View |— All Folders — v
Check All Uncheck All *Action | — Choose — v Go
Query Personalize | Find | View 100 | £ | E First
Select Query Name Descr Owner Folder Edit E%‘f EJ::eI E:n;t
SFS_1099 VNDR_DFLT_LOC 1099 Vendors WTHD Default LOCs Public 1099 _CLEANUP Edit HTML Excel XML
SFS_ACH_EMP_VENDOR_SUM EMP_VENDOR_ACH_SUM Public Edit HTML Excel XML
SF5_ACH_ERE_SUM SFS_ACH_ERE_SUM Public Edit HTML Excel XML
SFS_ACH_EXT_VENDOR_SUM SFS_ACH_EXT_VENDOR_SUM Public Edit HTML Excel XML
SFS_ALL_PO_WITH_FUND Public Edit HTML Excel XML
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Search by Folder Name:

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Query | Create New Query

*Search By | Folder Name v begins with SFS%

| Advanced Search

Search Results

“Folder View | — All Folders — v
Check All Uncheck All *Action| - Choose — v Go
Query Personalize | Find | View 100 | £ | E First ‘4 1-30 of 167 Last
Select Query Name Descr Owner Folder Edit EEII'“M‘\:_O Ea::el ;a:l Schedule g:}mgmﬂ;
COL_AP_OUTSTANDING_CHECKS BU  List of outstanding checks Public SFS AP INVENTORY Edit HTML Excel XML Schedule E?acf]:rﬁwces
DORA_SFS_AM_ASSET_NET_BOOK_V2 Asset Net Book Value Public  SFS AM INVENTORY Edit HTML Excel XML Schedule E%?g?eﬁ)wces
EXPENSES_AUDITOR Expenses by Auditor Public SFS EX INVENTORY Edit HTML Excel XML Schedule E?e?:?ep:wces
LP_UW_PO_DETAIL_ENC_STATUS Detail Enc Status List Public  SFS PO INVENTORY Edit HTML Excel XML Schedule E?a?:?e‘?wces
MIL_PRCH_NFY_PO_CORRECTIONS New FY POs needing Correction Public  SFS PO INVENTORY Edit HTML Excel XML Schedule ;?e?g?ep:wces
PROJECT_LITE_BY_BU Project Lite by BU/Date Range Public  SFS GM INVENTORY Edit HTML Excel XML Schedule ;?acf]:rﬁwces
SFS_AM_ASSET_NET_BOOK_VALUE Asset Net Book Value Public  SFS AM INVENTORY Edit HTML Excel XML Schedule &,Ofiuﬂ»k
VIIl.  Internet Explorer Settings for Query Download to Excel

Depending on the settings on your computer, when you run a query to Excel, it may or may not
open in the Internet Explorer browser window. If Excel does open in the browser window, Excel
functionality is not available. This setting is defined in Internet Explorer.

To adjust the settings:

1. Open an Internet Explorer Window.
2. Choose “Tools” from the menu in the upper right hand corner.

SFS_RPT.1.02.03_Intermediate_PeopleSoft_Query.docx Page 17 of 24



ERSITY OF H H . .
o b University of Wisconsin System

UA' SFS Business Process
7% RPT.1.02.03 — Intermediate

PeopleSoft Query

S v B v = @& v Pagev Safety'li'g"

Diagnose Connection Problems...

bl

Reopen Last Browsing Session

Pop-up Blocker 4

kBl

Manage Add-ons

Work Offline

Compatibility View -

Compatibility View Settings

D &

[=#] Full Screen F11
Toolbars 4
Explorer Bars 4

<> Developer Tools F12

Suggested Sites

OneNote Linked Notes
Send to OneNote

|
€7 Internet Options

3. Click Internet Options.
4. In the Internet Options screen, click | ¥ |,

. Custom level...
& Click | Customlevel... |
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General | Security | Privacy | Content | Connections | Programs | Advanced |

Select a zone to view or change security settings.

@ @ v O

Internet  Localintranet Trusted sites  Restricted
sites

Internet

q This zone is for Internet websites,
except those listed in trusted and
restricted zones.

Sites

Security level for this zone
I Allowed levels for this zone: Medium to High
Medium-high
- Appropriate for most websites
(s) - Prompts before downloading potentially unsafe

content
- Unsigned ActiveX controls will not be downloaded

[¥] Enable Protected Mode (requires restarting Internet Explorer)
Custom level... || Defaultlevel

[ Reset all zones to default level J

I OK ] [ Cancel Apply

6. Scroll down to the “Downloads” heading.
7. Under “Automatic prompting for file downloads”, choose the “Enable” radio button.
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A

\

 Security w|

Settings

@ Enable =
() Prompt
L‘é Downloads
1% Automatic prompting for file downloads
(7 Disahle

Of Enable|

() Disable
@ Enable
&% Font download
(7) Disable
@ Enable
) Prompt
1% Enable .NET Framework setup
(7) Disable

@) Enzhla
< | m | 3

9% Hie downioad [

*Takes effect after you restart Internet Explorer

Reset custom settings

Resetto: [vedium-high (default) v| | Reset..

O Are you sure you want to change the settings for this zone?

Lyes J[ Mo |

.........................................

8. Click b Em—

9. Click "

SFS_RPT.1.02.03_Intermediate_PeopleSoft_Query.docx

Page 20 of 24




o b University of Wisconsin System

! 'A' : SFS Business Process

RPT.1.02.03 — Intermediate
PeopleSoft Query

Shared Fi

General | Security | privacy | Content | Connections | Programs | Advanced |

Select a zone to view or change security settings.

@ & v O

Internet  Local intranet Trusted sites  Restricted
sites

Internet

0 This zone is for Internet websites, i
except those listed in trusted and
restricted zones.

Security level for this zone

Custom
Custom settings.
- To change the settings, dlick Custom level.
- To use the recommended settings, dick Default level.

Enable Protected Mode (requires restarting Internet Explorer)
[ Custom level... ] [ Default level ]

[ Reset all zones to default level ]

I OK ][Cancel 11\ Apply |

L

10. Click APl

11. Click - 9K

12. Excel will now open in a new window when opened.
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