Process Document
Deleting Queries

Deleting Queries

Concept

You can delete outdated and obsolete queriescéssary, to organize your institution's database
better. Note that the ability to delete or renangei@ry is dependent upon user roles and user
security.

In this topic, you will delete an existing quenhélCLASS_GRADES query has become
outdated and is now obsolete. You have been askaeléte it. Use the Query Manager page to
find and delete the CLASS_GRADES query.
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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

Step

Action

[ Reporting Tools

Begin by navigating to thQuery Manager page.
Click theReporting Tools link.
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LR - JERAE- TS
PeopleSoft.

[-DataBomber
[- Self Service
- Manager Self Service @ Reporting Tools Edit "Reporting Tools" Falder
[ Recruiting ¥ 5
- \Workioree Adniinistration Run, create, and manage queries and nYision reports.
> Benefits =) Besort Manaer ﬁ Query ﬁ] PSinVision
- Compensation Review report list Extract informeation using visual Design and create MS Excel spreadsheet
> Stack representations of your PS database reports on PeopleSoft data
> Time and Labor = Guery Manager [ElDefine Report Book
> Payroll for North America = Query Wiewsr ElRecister Drilldoven Layout
Global Payroll & Absence = Schedule Query ElDefine Report Reauest
© gt FiDstine Soope
- Payroll Interface -
- Workforce Deweloprment ﬁ%ﬂgj

[ 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 -

Step Action

2. Click theQuery Manager link.

LR - JERAE- TS
PeopleSoft.

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

- Workforce Administration

(> Benefits

> Compensation Query Manager

- Sinck Enter any infarmation you have and click Search. Leave flelds blank for a list of all values.
- Time and Labar

- Payroll far Modh Ametica Find an Existing Query | Create Mew Queny

. Global Payrall & Absence

Mot “Search By: | Query Name ~| beginswith

- Payroll Interface
[ Waorkforce Developrment ﬂl Advanced Search

> Organizational Development
[ Enterprise Learing

- Workforce Monitoring

[ Pension

[> Campus Community Find an Existing @uery | Create New Query
> 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 -
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Step | Action

3. Enter the desired information into theginswith field. Enter CLASS".

4. Click the Sear ch button.

5. Select the CLASS _GRADES query.
Click theCLASS _GRADES option.

6. Click the*Action list.
l—— Choosge - j|

7. You can select an option to perform the requiregration, such as copy, delete,
move, or rename, on the selected query. In thimplg you need to delete the
selected query.
Click an entry in the list.
[Delete Selected |

8. Click theGo button.
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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

ue

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

- Change by Password
- My Personalizations
- My Systern Profile

!Eeuru\lmg -

[ My Dictionary

Confirm the permanent deletion of all selected queries? (139,181

‘Yes Mo

Home:

Mew Window | Help | /&,

Step

Action

fes

TheDelete Confirmation page enables you to confirm that you want to delet
guery you have identified.
Click the Y es button.
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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

ger
- Qe Viewer
— Schedule Quen

[» PSinvision
> Crystal Enterprise
— Report Manager

- PeopleTools

> Packaging

- Careers

- Change by Password

- My Personalizations

- My Systern Profile

[ My Dictionary

!Eeuru\lmg -

Home:

Mew Window | Help | Customize Page | 15

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 | begingwith |CLASS
Search | Advanced Search

Find an Existing @uery | Create New Query

Step

Action

10.

Notice that the CLASS_GRADES query has been deleted

11.

You have successfully deleted the CLASS_GRADESyuer
End of Procedure.
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