Process Document
Editing Queries

Editing Queries

Concept

TheEdit Field Properties page appears when you click tadit button for a field on th€ields
page. You can access the Edit Field Properties fprageany page except the Records and
Preview pages. The fields that appear on the Eelid Properties page depend on the type of
field value you want to edit.

In this topic, a query has already been createdsandare going to edit the column order, sort
order, and column heading titles for the query.
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Procedure

R EIESEE

PeopleSoft.

[ Recruiting

- Workforce Administration

[ Benefits

> Compensation

[ Stock

[ Time and Lahor

- Payroll far Norh America

|, Glabal Payroll & Asence
Mamt

> Payrall Interface

Home

Mew Window | Help | Customize Page | a5 =]

Query Name: hew Unsaved Query Description:

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

[ Workforce Dewelopment )
(> Organizational Development Alias Record
(- Enterprise Leaming [= A SESSION_THL- Session Definition Table HierarchyJoin (=]
[ Workforce Monitoring -
> Pension Check All Fields Uncheck All Fields
> Campus Cormrmunity
[ Student Rectuiting
- Student Admissions W B |NSTITUTION - Acadermic Institution Join INSTITUTION TBL -
[ Records and Enraliment Institution Table |
| D B P B ACAD_CAREER - Academic Career Join ACAD CAR TAL- T
inancial An -
Academic Career Tahle
[~ Student Financials - e —
e ¥ B= STRM-Term Join TERM TBL-Term %
(> Contributor Relations _ Definition Table 2
(> SetUp HRMS [C  ©F gESSION_CODE- Session i
E 25‘: Un SACg " r SESS_BEGIM_DT - Session Beginning Date %
nierprise Components
K ’ r SESE_END_DT- Session End Date T
[ Application Diagnastics r EMROLL_OPEN_OT - Open Enraliment Date 9%
Vgee 'ﬂaﬂag“-f‘ (il SESSN_EMRL_CNTL - Enrallment Cantrol Session %
[~ Reportin:
B 9 Toals | SESSMN_APPT_CNTL - Appointment Control Session 9*
= Query
(m FIRST_EMNRL_DT - First Date to Enrall %
— Quenviewer (m} LAST_ENRL_DT - Last Date to Enroll %
s P‘SS’EC??“'E Quel | LAST_WAIT_DT - Last Dale for Wait List %
nWisian
b Grystal Enterprise r HOLIDAY_SCHEDULE - Holiday Schedule Jnin HOLIDAY TBL - Holiday %
— Report Manader IaalelD -]
[ PeopleTools [ WEEKS_OF_INSTRUCT - Weeks of Instruction B
[ Packaging (i CENSUS_DT- Census Date %
— r USE_DYN_CLASS_DATE - Uss Dynamic Class Dates %
|- Change hiy Password 2
|- My Personalizations (] SIXTY_PCT_DT- Sisty Percent Paintin Time +
|- Myv Systern Profile r FACILITY_ASSIGMMMNT - Facility Assignment Run Date 9*
|- v Dictionary C e — : 2 -

In this example, the query record and fields hdready been selected. Begin by
viewing the results of the query.
Click theRun tab.

After viewing the results, you decide to changedtder of the columns.
Click theFields tab.

The columns in the query results display in theeogpecified in th€ol column on
theFields page.
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BRI EIESEE

PeopleSoft.

e
E\?\fiﬂrﬁé‘:zsmmimistramm Mew Window | Help | Custorize Page |
> Benefits -

- Campensation Fields

[ Stock

[ Time and Lahor

- Payroll far Norh America

|, Glabal Payroll & Asence
Mamt

> Payrall Interface

[ Workforce Dewelopment

> Crganizational Development

Query Name: MNew Unsaved Query Description:

‘iew field properties, or use field as criteria in query staterment Colurnn Qrder|  Sort Order

> Enterpriss Leaming 1 AINSTITUTION - Academic Institution Chars Institution @ edit | [=]
(> Workforce Monitorin,

' Pansian d 2 AACAD_CAREER - Academic Career Chard Career % Edt | =]
> Campus Camrmunity 3 ASTRM - Te Chard T Edit

- Student Recruiting erm o em * —‘I =
[ Student Admissions 4 AWEEKS_OF_INSTRUCT - Weeks of Instruction Mumz2.0 Instr Wieek A edit | [=]

[ Records and Enraliment
[ Curriculurm Management
(- Financial Aid & save Save As [lew Query Breferentes Properies [ewy Union Q) Return to Search
[+ Student Financials

> Academic Advising

[ Contributor Relations

> SetLp HRMS

[> SetLip SACR

> Enterprise Components
[ Warklist

> Application Diagnostics
[ Tree Manager

[~ Reporting Tools

= Query

— Query Yiewer
— Schedule Query
[> PSinvision
> Crystal Enterprise
— Report Manader
- PeopleTools
- Packaging
- Careers
|- Change bty Password
|- My Personalizations
|- My System Profile
|- My Dictionary - 4 »

Step | Action

4. Use theEdit Field Column Order page to modify the order of the columns.
Click theColumn Order button.

Calurmn Order
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R ESEE

PeopleSoft.

> Recruiting

- Workforce Administration
(- Benefits I
[> Compensation Edit Field Column Order
[ Stock

[ Time and Labor

Mew Window | Heln | Customize Pace | 15,

Change column arder by entering calumn numbers an the right. Golumns left blank or assigned a zero
will be automatically assigned a number.

> Payrall for Marth Armerica

- Gliﬂba%f'a\/m” &hhsence Edit Field Column Order cu v B prot [raora Flias
- Payrgo\l Interface Record.Fieldname [
- Waorktorce Development AIMSTITUTION - Academic Institution 1

(> Organizational Development

[ Enterprise Learing AACAD_CAREER - Academic Career 2
(- Workforce Monitorin

D ? ASTRM - Tarm 3

> Campus Community
> Student Recruiting

[ Student Admissions
[ Recards and Enroliment OK Cancel

[ Curriculum Managerment
[ Financial Aid

[ Student Financials

- Academic Advising

(- Contributor Relations

AWEEKS_OF_INSTRUCT - Weeks of Instruction 4

(- 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 -

Step

Action

In this example, you want the columns in the follayvorder: Academic Career,
Term, Weeks of Instruction, Academic Institution.
Enter the desired information into t@®lumn Order field. Enter 4".

Click in theColumn Order field.

I

Enter the desired information into tb®lumn Order field. Enter "1".

Click in theColumn Order field.

I

Enter the desired information into tb®lumn Order field. Enter 2".

10.

Click in theColumn Order field.

I

11.

Enter the desired information into tb®lumn Order field. Enter '3".

12.

Click theOK button.

Ok

13.

Note that the fields are now listed with the updatelumn order.
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BRI EIESEE

PeopleSoft.

[ Recruiting

- Workforce Administration

[ Benefits

> Compensation

[ Stock

[ Time and Lahor

- Payroll far Norh America

|, Glabal Payroll & Asence
Mamt

> Payrall Interface

[ Workforce Dewelopment

> Crganizational Development

> Enterprise Learning

[ Workforce Monitoring

[ Pension

> Campus Cormrmunity

[ Student Rectuiting

[ Student Admissions

[ Records and Enraliment

[ Curriculurm Management

(- Financial Aid

[+ Student Financials

> Academic Advising

[ Contributor Relations

> SetLp HRMS

[> SetLip SACR

> Enterprise Components

[ Warklist

> Application Diagnostics

[ Tree Manager

[~ Reporting Tools

= Qi

— Query Yiewer
— Schedule Query
[> PSinvision
> Crystal Enterprise
— Report Manader
- PeopleTools
- Packaging
- Careers
|- Change bty Password
|- My Personalizations
|- My System Profile
[ My Dictionary

Query Name:  New Unsaved Query

Fiel

lds

Description:

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

Home

Mew Window | Help | Customize Page |

1 AACAD_CAREER - Academic Career Ghars Gareer % edit_ | [=]
2 ABTRM - Term Chard Term % Edit | =]
3 AWEEKS_OF_INSTRUCT - Weeks of Instruction MNum2.0 Instr Wieek ? Edit El
4 AINSTITUTION - Academic Institution Chars Institution h edit | [=]
B save) Bave As e Query Ereferences Eroperties Iew Union CiRetun to Search |

Step

Action

14,

View the results of the query with the modifiedwoh order.
Click theRun tab.

15.

Career is now the first column, followed by Termstr Week, and Institution.

16.

You next want to sort the data results to viewdhesers listed in ascending
alphabetical order.
Click theFields tab.
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-2 RUA|VED B E- S
PeopleSoft.

> Recruiting

- Workforce Administration
(- Benefits

> Compensation

[ Stock

> Tirne and Labor Query Name: pew Unsaved Quety Description:
> Payrall for Marth Armerica

[ Gliﬂbgan\qf'avml\ QRSEEIEE View field properties, or use field as criteria in query staternent ol Qe Sort Order
- Payroll Interface [l of 4 [¥ Last

i | Fi
[ \Workforce Development Record Fieldname Format [ord [XLAT [Agg |Heading Text Add Criteria |Edit Delete

Fields

(> Organizational Development

> Enterprise Learning 1 AACAD_CAREER - Academic Career Chard Career ? Edt | [=]
(- Workforce Monitorin

[ — B 2 ASTRM - Term Chard Term % edit | [=]
> Campus Community ~

© Student Recruiting 3 AWEEKS_OF_INSTRUCT - Weeks of Instruction Mum2.0 Instr Wieek % Edit [=]
- Student Admissions 4 AINSTITUTION - Atademic Institution Chars Institution % edit | [=]

[ Recards and Enroliment
[ Curriculum Managerment
[ Financial Aid & save Save As Dlesiv Query Preferences Eroperties Iew Union Q1 Retum to Search
[ 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

<

Step Action

17. | Click theSort Order button.
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-2 QA VEEBE-S
PeopleSoft.

Home

E\?\fiﬂrﬁt‘l‘:zgﬁ\dmimistrahnm Hew Window | Help | Customize Page | o
[ Benefits I

[ Campensation Edit Field Sort Order

[ Stack

Change sort order by entering sort numbers on the right. Columns left hlank or assigned a 0 will not he
sorted

[ Time and Lahor
- Payroll far Norh America
Glohal Payroll & Absence

53 Mgt Edit Field Sort Order Find First (4] 1.0 cp o (] Lt
& Payrall Interface Record.Fieldname Sort Order Direction

[ Workforce Development AACAD_CAREER - Academic Caresr

> Crganizational Development

(- Enterprise Learning AETRM- Term

[ Workforce Monitoring

L Pension AWEEKS_OF_INSTRUCT - Weeks of Instruction h

[ G GOy AINSTITUTION - Academic Institution -
[ Student Rectuiting

[ Student Admissions

[ Records and Enraliment
[ Curriculurm Management
(- Financial Aid

[+ Student Financials

> Academic Advising

[ Contributor Relations

> SetLp HRMS

[> SetLip SACR

> Enterprise Components
[ Warklist

> Application Diagnostics

[ Tree Manager

[~ Reporting Tools

= Qi

— Query Yiewer
— Schedule Query
[> PSinvision
> Crystal Enterprise
— Report Manader
- PeopleTools
- Packaging
- Careers
|- Change bty Password
|- My Personalizations
|- My System Profile
[ My Dictionary -

Step | Action

18. | In this example, you want to sort the data by Qareascending order.
Enter the desired information into tBert Order field. Enter 1".

19. Click theDirection list.

D

20. | Click an entry in the list.

21. Click theOK button.
(o]
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-2 RUA|VED B E- S
PeopleSoft.

> Recruiting

- Workforce Administration
(- Benefits - . .
- Compensation Henidls Guen i rompts Fields Griteria
[ Stock

> Tirne and Labor Query Name: pew Unsaved Quety Description:
> Payrall for Marth Armerica

[ Gliﬂbgan\qf'avml\ QRSEEIEE View field properties, or use field as criteria in query staternent ol Qe Sort Order

- Payroll Interface
> Warkforce Developrment

(> Organizational Development

> Enterprise Learning 1 AACAD_CAREER - Academic Career Chard 1 Career ? Edt | [=]
(> Workforce Monitorin,

[ — o 2 AGTRM - Term Chard Term h edit | [=]
> Campus Community ~

© Student Recruiting 3 AWEEKS_OF_INSTRUCT - Weeks of Instruction Mum2.0 Instr Wieek % Edit [=]
- Student Admissions 4 AINSTITUTION - Atademic Institution Chars Institution % edit | [=]
> Recards and Enroliment

[ Curriculum Managerment

[ Financial Aid Bsave Save As Dewy Query Preferences Properies Plew Union Q1 Retum to Search

[ 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

<

Step Action

2o | View the results of the query with the sort criéegpplied.
Click theRun tab.

Run

23. | Notice that the data is now displayed in alphalaéteder based on Career.

24. | You nextwant to apply a second level sort to theado display the weeks of
instruction within each career. You want to view theeks of instruction in
descending order to see the longest ones first.

Click theFields tab.
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BRI EIESEE

PeopleSoft.

[ Recruiting
- Workforce Administration
[ Benefits
> Compensation
[ Stock
[ Time and Lahor
- Payroll far Norh America
|, Glabal Payroll & Asence
Mamt
> Payrall Interface
[ Workforce Dewelopment
> Crganizational Development
> Enterprise Learning
[ Workforce Monitoring
[ Pension
> Campus Cormrmunity
[ Student Rectuiting
[ Student Admissions
[ Records and Enraliment
[ Curriculurm Management
(- Financial Aid
[+ Student Financials
> Academic Advising
[ Contributor Relations
> SetLp HRMS
[> SetLip SACR
> Enterprise Components
[ Warklist
> Application Diagnostics
[ Tree Manager
[~ Reporting Tools
= Query

— Query Yiewer
— Schedule Query
[> PSinvision
> Crystal Enterprise
— Report Manader
- PeopleTools
- Packaging
- Careers
|- Change bty Password
|- My Personalizations
|- My System Profile
[ My Dictionary

Query Name:  New Unsaved Query

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

[col [Record Fieldname Format [Ord [SLAT [Agg |Heading Text

Description:

Fi

| ast
Add Criteria |Edit Delete

1 AACAD_CAREER - Academic Career Ghard 1 Gareer % edit_ | [=]
2 ABTRM - Term Chard Term % Edit | =]
3 AWEEKS_OF_INSTRUCT - Weeks of Instruction MNum2.0 Instr Wieek ? Edit El
4 AINSTITUTION - Academic Institution Chars Institution h edit | [=]
B save) Bave As e Query Ereferences Eroperties Iew Union CiRetun to Search |

Step | Action

25.

Click theSort Order button.
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R ESEE

PeopleSoft.

> Recruiting

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

Edit Field Seort Order

Change sort order by entering sort numbers an the right. Golumns left blank or assigned a 0will not be

sorted

Edit Field Sort Order

Record.Fieldname Sort Order Direction

AACAD _CAREER - Academic Career

ASTRM- Term

AMWEEKS_OF_INSTRUCT - Weeks of Instruction
AIMSTITUTION - Acadermic Institution

Home

Mew iindow | Help | Customize Pace |

First (0 1.0 o o [ Lot
1 Azscending ¥

OK l‘“:amce.\

Step

Action

26.

Enter the desired information into tBert Order field. Enter 2".

27.

Click theDirection list.

[

28.

Click an entry in the list.

29.

Click theOK button.

Page 10
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BRI EIESEE

[ Recruiting - =
[ Workforce Administration =l Mewindow | Help | Custornize Page | vy
> Benefits - - -

e —— Records Query xpressions | Prompts Fields Crileria

[ Stock

[ Time and Lahor
- Payroll far Norh America
Glohal Payroll & Absence

Marnt ‘iew field properties, or use field as criteria in query staterment Colurnn Qrder|  Sort Order

£ | Find | view E First [ gacra M Laat

> Payrall Interface
[ Workforce Dewelopment

Col Record.Fieldname Format |Ord |XLAT eidln Text Add Criteria  |Edit Delete
> Crganizational Development

> Enterpriss Leaming 1 AACAD_CAREER - Acaderic Career Chard 1 Gareer 2 edit | [=)
(> Workforce Monitorin,
' Pansian d 2 ASTRM- Tarm Chard Term % Edt | =]

> Campus Cormrmunity

[ Student Rectuiting

[ Student Admissions 4 AINSTITUTION - Academic Institution Chars Institution A edit | [=]
[ Records and Enraliment

[ Curriculurm Management
(- Financial Aid & save Save As [lew Query Breferentes Properies [ewy Union Q) Return to Search
(- Student Financials

> Academic Advising

(> Contributor Relations

> SetLp HRMS

[> SetLip SACR

> Enterprise Components
- VWorklist

> Application Diagnostics
[ Tree Manager

[~ Reporting Tools

= Query

> Crystal Enterprise
— Report Manader

- PeopleTools

- Packaging

- Careers

|- Change bty Password
|- My Personalizations
My System Profile

|- My Dictionary - 4

PeopleSoft.

Query Name: MNew Unsaved Query Description:

3 AWEEKS_OF_INSTRUCT - Weeks of Instruction MNum2.0 20 Instr Wieek ? Edit El

— Query Manager

— Query Yiewer

— Schedule Query
[> PSinvision

Step

Action

30.

View the results of the query with the two levettsapplied.
Click theRun tab.

31.

Notice that thénstr Week column is now sorted in descending order withirheac
career.

32.

the titles displayed on two of the columns.
Click theFields tab.

33.

The column heading used in the query results @alied in theHeading Text
column.

The text that is listed here is used for the hegalin your output to grid control,
Excel, and Crystal (if you export from Windows),. iowever, you create a Crystal

report from within Crystal Reports, the field naisaised in the column heading.

The column headings for each column can also béfieddYou next want to change

D
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R eI ESEE

PeopleSoft.

> Recruiting

- 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

uery

— Schedule Quen
[» PSinvision

> Crystal Enterprise
— Report Manager
- PeopleTools

> Packaging

- Careers

- Change by Password
- My Personalizations
- My Systern Profile

[ My Dictionary

<

Fields

Query Name: [ew Unsaved Query Description:

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

[Cat [Record Fieianame Formet [0rd [4LAT [Agg |Hea 0 Text

Home

| Fing

1 AACAD_GAREER - Acaderic Gareer Chard 1 Career ? Edit | [=]
2 AGTRM - Term Chard Term h edit | =]
3 AWEEKS_OF_INSTRUCT - Weeks of Instruction Mum2.0 20 Instr Wieek % Edit [=]
4 AINSTITUTION - Academic Institution Chars Institution ? edit | [=]
Bsove) Bave As Mew Query Preferences  Propeties  Mew lUnion CiReturn to Search |

Step

Action

34.

In this example, you don't want to use the abbtedidescription for the Weeks of
Instruction column.
Click the Edit button.

Page 12
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-2 QA VEEBE-S
PeopleSoft.

[ Recruiting

(- Workforee Administration
> Benefits P .
- compensation Edit Field Properties
[ Stack .
- Time and Labor Field Name: AWEEKS_OF_INSTRUCT - Wieeks of Instruction
- Payroll far Norh America
|, Glabal Payroll & Asence

Mamt
> Payrall Interface

Mew Window | Help | Customize Page | 15

C NoHeading  * RFT Short

> Workforce Development " Text " RFT Long

> Crganizational Development - .

> Enterprise Learning Headling Text:

> Warkforce Manitoring Instrisek

[ Pensian *Unigue Field Name:  Average

> Campus Cormrmunity
[ Student Rectuiting

AMIEEKS_OF_INSTRUCT
[ Student Admissions
[» Records and Enrallment 0K Cancal

[ Curriculurm Management
(- Financial Aid

[+ Student Financials

> Academic Advising

[ Contributor Relations

> SetLp HRMS

[> SetLip SACR

> Enterprise Components
[ Warklist

> Application Diagnostics
[ Tree Manager

[~ Reporting Tools

= Query

— Query Manager
— Query Yiewer
— Schedule Query
[> PSinvision
> Crystal Enterprise

— Report Manader
- PeopleTools
- Packaging
- Careers
|- Change bty Password
|- My Personalizations
|- My System Profile
[ My Dictionary -

Step | Action

35. | You have the choice of using no heading, the stestription, the long description,
or user-defined text for the column heading. Thartstiescription is used by default.
You want to change this to use the long description

Click theRFT Long option.

36. | Click theOK button.

37. | Notice that the long description is now displayedheHeading Text field.
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-2 RUA|VED B E- S
PeopleSoft.

Home
> Recruiting -
> Workforce Administration = New Window | Hela | Custormize Page | nih
(- Benefits — - .
> Compensation o V A Fields
[ Stock

[ Time and Labor
> Payrall for Marth Armerica

[ Gliﬂbgan\qf'avml\ QRSEEIEE View field properties, or use field as criteria in query staternent ol Qe Sort Order
- Payroll Interface

Query Name: [ew Unsaved Query Description:

| Fing

E\QWWW‘E DE‘:QE‘JOWIW . Col [Record Fieldname Formet [Ord [XLAT [Agq |Heading Text

rganizational Developmen

> Enterprise Learning 1 AACAD_CAREER - Academic Career Chard 1 Career ? Edt | [=]
(> Workforce Monitorin,

[ — o 2 AGTRM - Term Chard Term h edit | =]
Eg;?gﬁlsﬂimmﬁgw 3 AWEEKS_OF_INSTRUCT - Weeks of Instruction MumZ2.0 20 Wieeks ofnstruction 7% dit | [=]
- Student Adrissions 4 AINSTITUTION - Academic Institution Charg Institution ? edit | [=]
> Recards and Enroliment

[ Curriculum Managerment
[ Financial Aid & save Save As Dlesiv Query Preferences Eroperties Iew Union Q1 Retum to Search
[ Student Financials

- Academic Advising

(- Contributor Relations

(- SetUp HRMS

[> 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

3g. | Inthis example, your institutions are really diffat campuses. You want to change
the text for this column to read Campus.
Click the Edit button.
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R EIESEE

PeopleSoft.

Home

[ Recruiting

(- Workforee Administration
> Benefits P .
- compensation Edit Field Properties
[ Stack .
[ Time and Lahor Field Name: A INSTITUTION - Academic Institution
- Payroll far Norh America
|, Glabal Payroll & Asence

Mamt
> Payrall Interface

Mew Window | Help | Customize Page | 15

C NoHeading  * RFT Short

[ Workforce Development  Text " RFT Long
> Crganizational Development - .
(> Enterprise Learning Hea.dmg Lt
[ \Workforce Monitoring Inztitution
[ Pension i
Ui Field N: 3
[> Campus Community AR LT © Average
> Student Recruiting [AINSTITUTION

[ Student Admissions
> Records and Enroliment Ok Cancel

[ Curriculurm Management
(- Financial Aid

[+ Student Financials

> Academic Advising

[ Contributor Relations

> SetLp HRMS

[> SetLip SACR

> Enterprise Components
[ Warklist

> Application Diagnostics

[ Tree Manager

[~ Reporting Tools

= Qi

— Query Yiewer
— Schedule Query
[> PSinvision
> Crystal Enterprise
— Report Manader
- PeopleTools
- Packaging
- Careers
|- Change bty Password
|- My Personalizations
|- My System Profile
[ My Dictionary -

Step | Action

39. | Click theText option.

40. | Clickin theHeading Text field.

[Institution |

41. | Enter the desired information into thieading Text field. Enter Campus”.

42 | Click theOK button.
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R eI ESEE

PeopleSoft.

> Recruiting
- 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

<

Query Name:  Mew Unsaved Query

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

1 AACAD_CAREER - Academic Career
2 AGTRM - Term

3 AWEEKS_OF_INSTRUCT - Weeks of Instruction

Home

Description:

Chard 1 Career ?
Chard Term 4
Num2.0 2D Wigeks of Instruction 7%

Edit | [=]
Edit | =]
edit | [=]

4 AINSTITUTION - Academic Institution Charg Campus 2 edit | [=]
B save Save As Dewy Query Preferences Properies Plew Union Q1 Retum to Search

Step Action

43. | Review the results of the query with the new columeadings.
Click theRun tab.
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Process Document
Editing Queries

-5 ORd0md 3B S
PeopleSoft. _—
[ Recruiting -
> Workiorce Administration M Window | Help | Customize Page | ns =)
[ Benefits
> Compensation
[ Stock
[ Time and Lahor
- Payroll far Norh America
DGIiﬂna\fayrul\&Ansemce Wiew All | Rerun Query | Download o Excel 1-1on0r1111 [
g
> Payroll Interface Career Term ‘Weeks of Instruction Campus
[ Workforce Dewelopment 1 BAC 2020 40 PSNLD
> Crganizational Development 3 BAC 2030 40 FENLD
> Enterprise Learning
[ Workforce Monitoring 3 BAC 2040 40 FSNLD |
[ Pension 4 BAC 2050 40 PSNLD
> Campus Cormrmunity
[ Student Rectuiting i o8L 020 40 PENLD
> Student Admissions B BBL 2030 40 PSNLD
- Recards and Enroliment 7 BEL 2040 40 PSMNLD
[ Curriculurm Management a BEL 2050 I PSNLD
(- Financial Aid
- Student Financials 9 BOL 2020 40 PENLD
[ Academic Advising 10 BoL 2030 40 PSNLD
[ Contributor Relations
| et Up HRMS 11 BoL 2040 40 PSNLD
[> Set Up SACR 12 BoL 2050 40 PENLD
[ Enterprize Components 13 BUSN 0280 14 PSUNY
[ Warklist
> Application Diagnostics 14 BLSN 0310 14 FEUINY
[ Tree Manager 15 BUSN 0350 14 PSUNY
[~ Reporting Tools 16 BUSN o370 15 PSUNY
~ Query 17 BUSN 0330 15 PSUNY
i 18 BUSN o410 18 PEUNY
— Schedule Que 19 BUSH 0430 15 PSUNY
[> PSinvision X 20 BUSH 0450 15 PEUNY
b Crystal Enterprise 21 BUEN 0460 15 FEUNY
— Report Manader
[ PeopleTools 22 BUSN 0475 14 PEUNY
[ Fackaging 23 BUSN 0487 15 PSUNY
- Careers
L rmma e 24 BUSN 0505 14 PSUNY
|- My Personalizations 25 BUSN 0530 15 PSUNY
[~ My Systern Profile | 26 BUSH 0540 15 PSUNY -
[ My Dictionary -4 | v |

44,

Notice the updated column headings.

45.

You have successfully edited a query by changiegctiilumn order, sort order, and
column headings.
End of Procedure.

Last changed on: 5/16/2008 2:48 PM Page 17




