Process Document
Creating a Query

Creating a Query

Concept

Creating your own queries enables you to select the table or tables from which you need to
retrieve data. Y ou can also select the fields within the tables so that the query displays only the
required data.

This topic provides the basic information of how to select tables and fields for creating queries by
using Query Manager. When creating a query, you can specify query attributes and perform such
tasks as modifying column headings and specifying the sort order.

In thistopic, you want to create a query about student degrees.
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Procedure

PeopleSoft.

Personalize Content | Lavout
Menu 28 [

Search:
®

My Favorites
[-DataBomber

[ Self Service

> Manager Self Service

> Recruiting

[ Warkforce Administration
[ Bengfits

- Compensation

[ Stack

[ Time and Lahor

[ Payrall for Marth America
I Global Payroll & Absence Mamt
1> Payroll Interface:

[ Wiorkforce Development
> Organizational Development
> Enterprise Learning

[ Workforce Maonitaring

[ Pension

> Campus Community

> Student Recruiting

[ Student Admissions

[ Records and Enrallment
[ Curriculum Management
[ Financial Ald

[ Student Financials

I Acaternic Atvising

[ Contributor Relations

[ Set Up HRMS

[ SetUp SACR

> Enterprise Components
[ Warklist

> Application Diagnostics
> Tree Manager

> Reporting Toaols

[ PeapleTools

> Packaging

- Careers

- Chane My Password

— by Personalizations

— hily Svetern Profile

— hilv Dictionary

-2 -ERAQEE B B S

Action

[» Reporting Tools

Begin by navigating to the Recor ds page.
Click the Reporting Tools link.
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LR - JERAE- TS
PeopleSoft.

[-DataBomber .

- Self Service

[ Manager Self Service @ Reporting Tools

> Recruiting . -

- \Workioree Adniinistration Run, creste, and manage queries and nision reparts
[ Benefits = Report Manager

- Compensation E Review report list

> Stock

[ Time and Labor
[+ Payrall for Morth America
& Global Payroll & Ahsence

Mamt
- Payroll Interface -
Crystal Enterprise
- Workforce Deweloprment ﬁCrystal Enterprise

[ Organizational Developrment

& Erterprise Leatning Tl Launch Crystal Enterprise
(- Workfarce Monitaring
> Pension

> Campus Community

[ Student Recruiting

[ Student Admissions

[ Records and Enroliment
> Curriculum Management
[+ Financial Aid

[- Student Financials

> Academic Advising

- Contributor Relations

[ SetUp HRMS

[ SetUp SACR

- Enterprise Components
- orklist

[ Application Diagnostics

[ Tree Manager

I Query
[ PSinvision
I Grystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers
- Change by Password
- My Personalizations
- My Systern Profile
|- My Dictionary -

&

Query

Extract information using visusl
representations of your PS detabase
= Query Manager

= Guery Viewsr

= Schedule Query

&

Edit "Reporting Tools" Folder

PS/n\fision

Design and create MS Excel spreadsheet
reports on PeopleSoft data

[ElDefine Repart Book

ElRecister Drilldown Layout

[ElDefine Repart Request

FlDefine Scope

Step Action

2 Click the Query Manager link.
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-2 QRARED BB S

PeopleSoft.
[T

- Workforce Administration

(- Benefits

> Compensation

[ Stock

[ Time and Labor

> Payrall for Marth Armerica

. Global Payrall & Absence
Marmt

- Payroll Interface

[ ‘Workforce Developrment

(> Organizational Development

[ Enterprise Learing

- Workforce Monitoring

[ Pension

> Campus Community

> Student Recruiting

[ Student Admissions

[ Recards and Enroliment

[ Curriculum Managerment

[ Financial Aid

[ Student Financials

- Academic Advising

(- Contributor Relations

(- SetUp HRMS

[> SetLip SACR

[» Enterprise Components

[ Worklist

> Application Diagnostics

> Tree Manager

[~ Reporting Tools

ue

Luery Viewear
— Schedule Quen
[» PSinvision
> Crystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers

- Change by Password
- My Personalizations
- My Systern Profile

[ My Dictionary

Query Manager

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

Find an Existing Query | Create Mew Query

“Search By: | Query Name | beging with
Search | Advanced Search

Home:

Mew Window | Help | Customize Page | 15

Find an Existing @uery | Create New Query

Step

Action

Click the Create New Query link.

The Recor ds page enables you to select the records upon which to base the new
query. Select the criteriato use when searching for records. Y ou can search for
existing records by entering appropriate keywords.
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PeopleSoft.

- Workforce Administration

(- Benefits

> Compensation

[ Stock

[ Time and Labor

> Payrall for Marth Armerica

. Global Payrall & Absence
Marmt

- Payroll Interface

[ ‘Workforce Developrment

(> Organizational Development

[ Enterprise Learing

- Workforce Monitoring

[ Pension

> Campus Community

> Student Recruiting

[ Student Admissions

[ Recards and Enroliment

[ Curriculum Managerment

[ Financial Aid

[ Student Financials

- Academic Advising

(- Contributor Relations

(- SetUp HRMS

[> SetLip SACR

[» Enterprise Components

[ Worklist

> Application Diagnostics

> Tree Manager

[~ Reporting Tools

— Schedule Quen

[» PSinvision
> Crystal Enterprise
— Report Manager

- PeopleTools

> Packaging

- Careers

- Change by Password

- My Personalizations
- My Systern Profile
|- My Dictionary -

!Eeuru\lmg j

Mew Window | Help | Customize Page | 15

Records Criteria

Prompts

Having

Query Name: New Unsaved Query

Find an Existing Record

Record Mame | begins with H

Advanced Search

Description:

*Search By:

Search

B save Save As ey Query Preferences Properties ey Union

Qretum to Search

Step

Action

Thefirst step in creating a query is to open an existing record on which you want to

base the query. Y ou want to create a query about student degrees, but are not certain
of how the record name is stored in the database. Y ou know the record name contains
the letters DEG, so you can do an advanced search to locate records containing those
|etters.

Click the Advanced Search link.

Advanced Search

Y ou need to change the search operator for the Record Name field.
Click the Record Namelist.

heging with ~ *

Change the operator to contains.
Click an entry in thelist.

cantains

Click in the Record Namefield.
| |

Enter the desired information into the Record Name field. Enter "DEG".

10.

Click the Sear ch button.
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Step

Action

11.

The search results display all the records that contain the letters DEG. Use the
ACAD_DEGR - Student Degree Table record to create the query.
Click the Add Record link.

Add Record

-0 A AmE S| E
PeopleSoft.

!Eeuru\lmg d

- Workforce Administration

Mew Vindow | Hels | Customize Pase | (&, ]

> Benefits -
[ Cornpensation Records X S rompts Criteria Having
[ Stock
[> Time and Labar Query Name: new Unsaved Quel Description:
- Payroll far Norh America i bt
> Global Payroll & Ahsence Click folder next to record to show fields. Check fields to add to guery. Uncheck fields to remove from guery. Add 2
- Mgm - atditional records by clicking the records tab. When finished click the fizlds tab
ayroll Interface
[ Workforce Dewelopment LT Gl
- Organizational Dewvelopment Alias Record
" Enterpris Leaming [ a ACAD_DEGR- Student Degree Table HierarchyJoin (=]
[ Workforce Monitoring
> Pansion Check Al Fields | Uncheck All Fields_|
[ Campus Camrmunity " » e ,,
> Student Recruiting First (4] 1.1 of 15 [Pl Last
[- Student Admissions & EMPLID-EmplD Join PEOPLE SRCH- X
Foosle S .
> Financial Aid o r B STONT_DEGR - Student Cearee Nbr 9*
[ Student Financials r DEGREE - Degree Join DEGREE INTRN vwi- T
- Academic Advising Internal Decree View
[ Contributor Relations r INSTITUTION - Academic Institution Join INSTITUTION TBL - T
> SetLp HRMS Institution Tahle
et Lp SACR | AGAD_GAREER - Avaderric Garesr Jon STONT CAREER- %
> Enterprise Components - Student Career
PUMILAER (] COMPLETION_TERM - Completion Term Join TERM TBL - Term b
> Application Diagnostics
Definition Table
[ Tree Manager 2
[ r DEGR_CONFER_DT - Canfer Diate g
< Query r HONORS_PREFIX - Honors Prefix Join DEGR HONORE w1 - F
— Qi ger Degree Honors Table View 1
— Query Viewer | HOMNORS_SUFFIX - Honors Suffix Join DEGR HOMORS w2~ B
— Schedule Query Dearee Honors Tahle Yiew 2
> PSinYision ) (m GPA_DEGREE - Degree GPA *
B ;;VS;' ﬁgfgpgfe (| CLASS_RANK_MBR - Class Rank Mbr 3
— ReportManader
- PeapleTools (m| CLASS_RANK_TOT- Class Rank Total T
[ Packaging (i ACAD_DEGR_STATUS - Academic Degree Status %
— r DEGR_STATUS_DATE - Degree Status Date %
|- Change hiy Password 2
|- My Personalizations r OPRID - User ID &
- My Systern Profile I
[ My Dictionary > = -

Step

Action

12.

The Query page appears, displaying several fields. Use this page to add fieldsto a
query. Add thefields, EMPLID, DEGREE, INSTITUTION, ACAD_CAREER,
DEGR_CONFER_DT, and ACAD_DEGR_STATUS to the query.

Click the EMPLID option.

13.

Click the DEGREE option.

14.

Click the INSTITUTION option.

15.

Click the ACAD_CAREER option.

16.

Click the DEGR_CONFER_DT option.
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Step Action

17. | Clickthe ACAD_STATUS DATE option.

- - QAR GED B S
PeopleSoft.

EEecruwlmg ﬂ

(- Warkforce Administration

Mew Window | Help | Customize Page | a5 =]

(- Benefits
> Compenssation
(> Stock
[ V0 ) Ll Query Name: Description:
[+ Payrall for Morth America v Mew Unsaved Query ot
- Global Payroll & Absence Click folder nextto record to show fields. Check fields to add to query. Uncheck fields to remave from guery. Add 20
= Mg’m - additional records by clicking the records tab. When finished click the fields tah
ayroll Interface 'Chosen Records
[ Workforce Development
[ Organizational Development Alias Record
| Bl Leeilis = A ACAD_DEGR- Student Degree Table Hisrarchy Join (=]
- ‘Warkforce Monitaring
> Pension Check All Fields Uncheck All Fields
> Campug Community -
> Student Recruiting
(> Student Admissions ¥ ¥ EMPLID-EmplD Join PEQPLE SRCH-
> Records and Enroliment e
People Search Vigw =1
[ C lurm b it £
e [T = STDNT_DEGR- Student Degree Nbr %
> Student Financials ' DEGREE - Degree Join DEGREE INTRN - %
- Academic Advising Internal Dearee Yiew
[ Confributor Relations o INSTITUTION - Academic Institution Juin INSTITUTION TBL- T
[ Get Up HRMS Institution Tahle
- SetUp SACR ird ACAD_CAREER - Academic Career Join STONT CAREER - T
- Enterprise Components - Student Career
| LTS r GOMPLETION_TERM - Complation Term Join TERM TAL-Temn
pplication Diagnostics N
> Tree Manager Definition Table
- Reporting Tools Icd DEGR_CONFER_DT - Canfer Date P
= Quety (i HONORE_PREFIX- Honars Prefix Join DEGR_HOMORS vwi1 - B
8 Degree Horors Table View 1
— Query Yigwer r HONORS_SUFFIX - Honars Suffix Join DEGR_HONORS wwiz-
— Schedule Guery Dearee Hanors Table Yiew 2
> PSinYision | GPA_DEGREE - Degree GPA i
L g’e"s;ft' AEAZLE;”E?E (ml CLASS_RANK_MBR - Class Rank Nbr %
— ReportManager
' PeopleTonls (] CLASS_RANK_TOT- Class Rank Tatal A
[ Packaging c2 ACAD_DEGR_STATUS - Academic Degree Status %
|- Carears r DEGR_STATUS_DATE - Degree Status Date %
|- Change by Passward 2
|- kv Personalizations r OPRID - User 1D &
= My System Profile I
|- My Dictionany v = -

Step Action

18. | Next, you need to edit the selected fields. Navigate to the Fields page.
Click the Fieldstab.

19. | TheFields page displaysthe fields that you selected. In the Record.Fieldname
column, notice the letter A before each field name. Thisletter is an alias that
represents the table from which this field has been extracted.
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L - AERAI - N NI
PeopleSoft. e

!Eeuru\lmg a Mew Viindow | Help | Customize Page |

- Workforce Administration

(> Benefits -

[ Compensation Fields

> Stock

 Tims and Labor Query Name: Description:

> Payrall for Marth Armerica i New Unsaved Query o

I3 Gliﬂbgan\qf'avml\ BABEEIEE View field properties, or use field as criteria in query statement Column Order| | Sort Order

> Payroll Interface C | Finel First [ & [ Last

E\évormrc‘e De\:e[\)opmlem . Cal [Record Fieldname Format [ord [XLAT [Agn |Heading Text Add Criteria |[Edit |Delete
rganizational Developmen

> Enterprise Leaming 1 AEMPLID - EmpliD Charl1 15} L edit | [=]

(> Workforce Monitorin,

> Pansion ? 2 ADEGREE - Degree Charg Degree % Edit | [=]

> Campus Community _ "

© Student Recruiting 3 AINSTITUTION - Academic Institution Chars Institution 2 il =

- Student Admissions 4 AACAD_CAREER - Academic Career Chars Career 4 edit | =

> Recards and Enroliment

- Curriculum Management 4 ADEGR_CONFER_DT - Confer Date Date Confer Dt 2 edit | [=]

[ Financial Aid

[ Gtudent Financials 6 AACAD_DEGR_STATUS - Academic Degree Status Charl N Degr Stat ? Edit | [=]

- Academic Advising

(- Contributor Relations
- Get Up HRMS B save) Save As Mew Query Preferences Properties Mewr Union Q2 Return to Search |
[> SetLip SACR

[» Enterprise Components
[ Worklist

> Application Diagnostics
> Tree Manager

[~ Reporting Tools

= Query

uery

— Schedule Quen
[» PSinvision
> Crystal Enterprise
— Report Manager

- PeopleTools

> Packaging

- Careers

- Change by Password

- My Personalizations

- My Systern Profile

[ My Dictionary

<

Step Action

20. | You can change the order of the columns that the fields are displayed in by clicking
the Column Order button.
Click the Column Order button.

Column Order
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PeopleSoft.
[T .

- Workforce Administration

(- Benefits

> Compensation

[ Stock

[ Time and Labor

> Payrall for Marth Armerica

. Global Payrall & Absence
Marmt

- Payroll Interface

[ ‘Workforce Developrment

(> Organizational Development

[ Enterprise Learing

- Workforce Monitoring

[ Pension

> Campus Community

> Student Recruiting

[ Student Admissions

[ Recards and Enroliment

[ Curriculum Managerment

[ Financial Aid

[ Student Financials

- Academic Advising

(- Contributor Relations

(- SetUp HRMS

[> SetLip SACR

[» Enterprise Components
[ Worklist

> Application Diagnostics
> Tree Manager

[~ Reporting Tools

— Schedule Quen
[» PSinvision
> Crystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers
- Change by Password
- My Personalizations
- My Systern Profile
[ My Dictionary -

Edit Field Column Order

Mew Window | Help | Customize Page | 15

Change column order by entering column numbers on the right. Columns left blank or assigned a zero

will be autornatically assigned a number.

Edit Field Colurnn Order

Record Fieldname
AEMPLID - EmpllD

A.DEGREE - Dearee

AINSTITUTION - Acadermic Institution
AACAD_CAREER - Academic Career

A.DEGR_CONFER_DT - Confer Date

AACAD_DEGR_STATUS - Academic Degree Status

o | # Frst [ reore M iaa

Cf Order

OK Cancel

Step

Action

21.

Y ou need the Academic Degree Status field to appear before the Confer Date field in
your report. Currently the Confer Date field appears at the fifth position.
Enter the desired information into the Column Order field. Enter "6".

22.

4

Click in the Column Order field.

23.

Now you can change the Academic Degree Status field to appear in column 5.
Enter the desired information into the Column Order field. Enter "5".

24,

Click the OK button.
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-2 QRARED BB S

PeopleSoft.
[T

- Workforce Administration

(- Benefits

> Compensation

[ Stock

[ Time and Labor

> Payrall for Marth Armerica

. Global Payrall & Absence
Marmt

- Payroll Interface

[ ‘Workforce Developrment

(> Organizational Development

[ Enterprise Learing

- Workforce Monitoring

[ Pension

> Campus Community

> Student Recruiting

[ Student Admissions

[ Recards and Enroliment

[ Curriculum Managerment

[ Financial Aid

[ Student Financials

- Academic Advising

(- Contributor Relations

(- SetUp HRMS

[> SetLip SACR

[» Enterprise Components

[ Worklist

> Application Diagnostics

> Tree Manager

[~ Reporting Tools

= QU

- Qe Viewer
— Schedule Quen
[ PSiYision
> Crystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers
- Change by Password
- My Personalizations
- My Systern Profile

[ My Dictionary

<

Query Name:  New Unsaved Query

Fields

Description:

“iew field properties, or use field as criteria in query statement,

Col [Record Fieldname Format [ord [XLAT [Aqn |Heading Text Add Criteria  |Edit Delete

Home:

. . irst (4 18 01 6 ¥ Last

1 AEMPLID - EmpliD Charl1 edit | [=]
2 ADEGREE - Degree Charg Degree % Edit | [=]
3 AINSTITUTION - Academic Institution Chars Institution b Edt | [=]
4 AACAD_CAREER - Academic Career Chard Career ? Edit El
5 AACAD_DEGR_STATUS - Academic Degree Status Charl N Degr Stat % Edit [=]
6 ADEGR_COMFER_DT - Confer Date Date Confer Dt P Edit | [=]
Bsave) Save As Mew Query Freferences Properties Mew Unign Q) Return to Search

Step

Action

25.

field.

Notice that the Academic Degree Status field now appears before the Confer Date

Next, use the Edit button to change attributes of the Confer Date field.
Click the Edit button.

Page 10
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= JERAIL - Nk A =
PeopleSoft. — "
Md Mew Window | Help | Customize Page |

- Workforce Administration neen

(> Benefits o )
[> Compensation Edit Field Properties

> Stock

[ Time and Labor Field Name: A DEGR_CONFER_DT - Confer Date

> Payrall for Marth Armerica

. Global Payrall & Absence
Marmt

- Payroll Interface

 NoHeading  * RFT Short

(- Workforce Development T Text " RFT Long

(> Organizational Development - .

[ Enterprise Learing Headling Text:

[ Workforce Monitaring Confer Ot

[ [PElEID *Unigue Field Name:  hverage

> Campus Community
> Student Recruiting

A DEGR_CONFER_DT
[ Student Admissions
(> Records and Enroliment OK Cancel

[ Curriculum Managerment
[ Financial Aid

[ Student Financials

- Academic Advising

(- Contributor Relations

(- SetUp HRMS

[> SetLip SACR

[» Enterprise Components
[ Worklist

> Application Diagnostics

> Tree Manager

[~ Reporting Tools

= QU

- Qe Viewer
— Schedule Quen
[» PSinvision
> Crystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers
- Change by Password
- My Personalizations
- My Systern Profile
[ My Dictionary -

Step Action

26. | You need to change the column heading for the Confer Date field to Degree Confer
Date.
Click the Text option.
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PeopleSoft.
[T

- Workforce Administration

(- Benefits

> Compensation

[ Stock

[ Time and Labor

> Payrall for Marth Armerica

. Global Payrall & Absence
Marmt

- Payroll Interface

[ ‘Workforce Developrment

(> Organizational Development

[ Enterprise Learing

- Workforce Monitoring

[ Pension

> Campus Community

> Student Recruiting

[ Student Admissions

[ Recards and Enroliment

[ Curriculum Managerment

[ Financial Aid

[ Student Financials

- Academic Advising

(- Contributor Relations

(- SetUp HRMS

[> SetLip SACR

[» Enterprise Components

[ Worklist

> Application Diagnostics

> Tree Manager

[~ Reporting Tools

= Query

QuenyViewer
— Schedule Quen
[» PSinvision
> Crystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers
- Change by Password
- My Personalizations
- My Systern Profile
[ My Dictionary

Edit Field Properties

Field Name: A DEGR_CONFER_DT - Confer Date

 NoHeading " RFT Short
& Text " RFT Long
Heading Text:

Confer Ot
*Unigue Field Name:

A DEGR_CONFER_DT
0K Cancal

 fverage

Mew Viindow | Help | Customize Page |

Step

Action

27.

Click inthe Heading Text field.

|CanerDt

-2

LIS

PeopleSoft.
[T

- Workforce Administration

(- Benefits

> Compensation

[ Stock

[ Time and Labor

> Payrall for Marth Armerica

. Global Payrall & Absence
Marmt

- Payroll Interface

[ ‘Workforce Developrment

> Organizational Development

[ Enterprise Learing

- Workforce Monitoring

[ Pension

> Campus Community

> Student Recruiting

[ Student Admissions

[ Recards and Enroliment

[ Curriculum Managerment

[ Financial Aid

[ Student Financials

- Academic Advising

(- Contributor Relations

(- SetUp HRMS

[> SetLip SACR

[» Enterprise Components

[ Worklist

> Application Diagnostics

> Tree Manager

[~ Reporting Tools

= Query

QuenyViewer
— Schedule Quen
[ PSiYision
> Crystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers
- Change by Password
- My Personalizations
- My Systern Profile

=l

Edit Field Properties

Field Name: A DEGR_CONFER_DT - Confer Date

 NoHeading " RFT Short
& Text " RFT Long
Heading Text:

*Unigue Field Name:

A DEGR_CONFER_DT
0K Cancal

 fverage

[ My Dictionary

Mew Viindow | Help | Customize Page |

Page 12
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Step

Action

28.

Date'".

Enter the desired information into the Heading Text field. Enter "Degree Confer

29.

Click the OK button.

-2 QRARED BB S

PeopleSoft.

- Workforce Administration

(- Benefits

> Compensation

[ Stock

[ Time and Labor

> Payrall for Marth Armerica

. Global Payrall & Absence
Marmt

- Payroll Interface

[ ‘Workforce Developrment

(> Organizational Development

[ Enterprise Learing

- Workforce Monitoring

[ Pension

> Campus Community

> Student Recruiting

[ Student Admissions

[ Recards and Enroliment

[ Curriculum Managerment

[ Financial Aid

[ Student Financials

- Academic Advising

(- Contributor Relations

(- SetUp HRMS

[> SetLip SACR

[» Enterprise Components

[ Worklist

> Application Diagnostics

> Tree Manager

[~ Reporting Tools

= Query

- Qe Viewer
— Schedule Quen
[» PSinvision
> Crystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers
- Change by Password
- My Personalizations
- My Systern Profile
[ My Dictionary

!Eeuru\lmg j

<

Query Name:  New Unsaved Query

Home:

Fields

Description:

“iew field properties, or use field as criteria in query statement,

stomize
Col [Record Fieldname Format [ord [XLAT [Aqn |Heading Text Add Criteri

1 AEMPLID - EmpliD

2 ADEGREE - Degree

3 AINSTITUTION - Academic Institution

4 AACAD_CAREER - Academic Career

5 AACAD_DEGR_STATUS - Academic Degree Status

& ADEGR_CONFER_DT - Caonfer Date

Charl1 D % edit | [=]
Charg Degree P Edit | [=]
Chars Institution b Edit | =]
Chard Career % Edit | =]
Charl M Degr Stat % edit | [=]
Date Degree Confer Date 7 Edit | [=]

B save

Save As PMew Query

Freferences

Properties Mewr Unign

Q) Return to Search

Step

Action

30.

Notice the new heading text for the Confer Datefield.
Click the Save Query button.
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PeopleSoft.
[T .

- Workforce Administration
(- Benefits

Mew Window | Help | Customize Page | 15

[> Compensation Enter a name to save this queny:
> Stock

[ Time and Labor “Query:

> Payrall for Marth Armerica e

. Global Payrall & Absence Description:

Marmt .
[ Payroll Interface Folder:

[ \Workforce Development “Query Type: | User =

(> Organizational Development
[ Enterprise Learning *Owner: Private =
- Workforce Monitoring Query Definition:

[ Pension
> Campus Community d
> Student Recruiting
- Student Admissians =l
[ Recards and Enroliment
> Curriculum Management OK Cancel
[ Financial Aid

[ Student Financials
- Academic Advising

(- Contributor Relations
(- SetUp HRMS
[> SetLip SACR
[» Enterprise Components
[ Worklist
> Application Diagnostics
> Tree Manager
[~ Reporting Tools
= Query
— Query Manager
- Qe Viewer
— Schedule Quen
[» PSinvision
> Crystal Enterprise
— Report Manager
- PeopleTools
> Packaging
- Careers
- Change by Password
- My Personalizations

- My Systern Profile
[ My Dictionary -

Step

Action

31.

Y ou can specify aname and description for the new query you created.
Enter the desired information into the * Query field. Enter "DEGREES".

32.

Click in the Description field.
| |

33.

Enter the desired information into the Description field. Enter "General info about
degrees.”.

34.

The Query Type field enables you to specify the type of query as User, Process, or
Role. Standard queries are defined as User types, and queries that use workflow are
defined as Process or Role types. For the exercise, retain the default query type.

35.

Y ou can specify the query as either Private or Public by selecting an entry in the
Owner field. A Private query can be accessed and modified by only the user who
created the query. However, any user who has access to the query records can run,
modify, or delete a Public query. For this exercise, retain the default values.

36.

Click the OK button.

Page 14
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L - AERAI - N NI
PeopleSoft. e

!Eeuru\lmg a Mew Viindow | Help | Customize Page |

- Workforce Administration

(> Benefits -

> Compensation Fields

> Stock

> Tirne and Labor QueryName: DEGREES Description: General info about degrees

> Payrall for Marth Armerica

jp Szl el /begice View fleld properties, or use fleld as criteria in guery statement Ealum) Orde_lr _ISU'1 Order

Marmt

> Payroll Interface C | Finel First [ & [ Last

E\évormrc‘e De\:e[\)opmlem . Col [Record.Fieldname Format |ord |XLAT |Agn |Heading Text Add Criteria |Edit Delete
rganizational Developmen

© Enlerprise Leamning 1 AEMPLID - EmpliD Charl1 D % edit | [=]

(> Workforce Monitorin,

> Pansion ? 2 ADEGREE - Degree Charg Degree % Edit | [=]

> Campus Community _ "

- Gtudent Recruiting 3 AINSTITUTION - Academic Institution Chars Institution ? Edt | [=]

[ Student Admissions 4 AACAD_CAREER - Academic Career Chard Career 2 edit | =]

> Recards and Enroliment

- Curriculurm Management 5 AACAD_DEGR_STATUS - Academic Degree Status Charl N Degr Stat % edit | [=]

[ Financial Aid

[> Student Financials 6 ADEGR_COMNFER_DT - Confer Date Date Degree ConferDate 7% Edit | [=]

- Academic Advising

(- Contributor Relations P— N
- Get Up HRMS EL) H Save As Mew Query Preferences Properties Mewr Union Q2 Return to Search |
[> SetLip SACR

[» Enterprise Components
[ Worklist

> Application Diagnostics
> Tree Manager

[~ Reporting Tools

= Query

uery

— Schedule Quen
[» PSinvision
> Crystal Enterprise
— Report Manager

- PeopleTools

> Packaging

- Careers

- Change by Password

- My Personalizations

- My Systern Profile

[ My Dictionary

<

Step Action

37 | Finaly, view the results of the query.
Click the Run tab.

3g. | The Run page enables you to preview the query you have just created.
Click the View SQL tab.
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-2 QRAED B B S
PeopleSoft.

!Eeuru\lmg j

- Workforce Administration
(- Benefits

[ Compensation Records Query X ns Prompts Criteria Having View SOL
[ Stock

[ Time and Labor

Mew Window | Help | Customize Page | 15

Query Name: Di iption:
HETEkn Ty DEGREES escription: General info about degrees
DGIuba\Pavml\&Absence Query SOL:
Mt SELECT AEMPLID, ADEGREE, AINSTITUTION, A.ACAD_CAREER, AACAD_DEGR_STATUS, (CONVERT(CHAR
- Payroll Interface £10},ADEGR_CONFER_DT, 1213}

[ ‘Workforce Developrment
(> Organizational Development
[ Enterprise Learing

- Workforce Monitoring

[ Pension

> Campus Community

> Student Recruiting

[ Student Admissions

[ Recards and Enroliment
[ Curriculum Managerment
[ Financial Aid

[ Student Financials

- Academic Advising

(- Contributor Relations

(- SetUp HRMS

FROMPS_ACAD_DEGR A

[- SetUp SACR B save Sawe As Mew Guery Preferences Propetties Mew Union QiRetum to Search
[» Enterprise Components
[ Worklist

> Application Diagnostics
> Tree Manager
[~ Reporting Tools

— Qu nager
- Qe Viewer
— Schedule Quen

[» PSinvision
> Crystal Enterprise
— Report Manager

- PeopleTools

> Packaging

- Careers

- Change by Password

- My Personalizations

- My Systern Profile

[ My Dictionary -

Step Action

39, | Review the SQL statement equivalent to the query that you created.

40. | Yousuccessfully created a query by using Query Manager.

Creating your own queries enables you to select the table or tables from which you
want to execute a query and to design the fields within those tables so that only the
data you want displays.

End of Procedure.
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