Process Document
Making a Query Distinct

Making a Query Distinct

Concept
Y ou can use the Distinct feature of Query to avoid duplicity of fieldsin areport.

In thistopic, you want to retrieve alist of students who have degrees from your institution. Y ou
want each student ID to appear only once. To do this, you will create a query based on the
ACAD_DEGR record and make the query distinct.
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Procedure

“- o 0B 0E® 3 b aW-

PeopleSoft.

Personalize Content | Lavout
Menu B EHE

Search:
®

My Favorites
[-DataBomber

[- Self Service

> Manager Self Service

I Recruiting

[ Wiorkforce Administration
[ Benefits

[ Compensation

[ Stock

[ Time and Labor

[ Payroll for Morth America
[ Global Payrall & Absence Momt
> Payroll Interface

- Workforce Development
> Organizational Development
[> Enterprise Learning

[ Wiorkfarce Monitoring

[ Pension

I Garrpus Community

[ Student Recruiting

[ Student Admisgions

[ Records and Enroliment
> Curriculum Management
[ Financial Aid

[ Student Financials

> Academic Advising

[ Contributar Relations

[ Set Up HRMS

[ Set Up SACR

- Enterprise Components
[ Wiorklist

[ Application Diagnostics
[> Tree Manager

> Reporting Tools

> PeopleTools

> Packaging

— Careers

— Change My Password

— My Personalizations

— hiy Systern Profile

— by Dictionary

Action

[- Reporting Tools

Begin by navigating to the Recor ds page.
Click the Reporting Tools link.
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e T IR
PeopleSoft.

[-DataBomber
[- Self Service R
- Manager Self Service ag, j Reporting Tools Edil "Reporting Toals” Falder
e .ot v g s o e
[ Benefits E Report Manager ﬁ Query 'Smyision
[> Compensation Feview report list. Extract information using visual esign and creale MS Excel spreadsheet
> Stock representations of your PS database reports on PeopleSoft data
(> Time and Labor = Query Manacer FlDefine Report Book
[ Payroll for North America = Query Wiewer ElReuister Drilldown Layout
Global Payrall & Absence = Schedule Query FEDefine Report Retuest
i Mgt ElDefine Seope
[ Payroll Interface ﬁ Ol A e
- Workforce Deweloprment Crystal Enterprise

[ Organizational Developrment
(- Enterprise Learning

(- 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

=l Launch Crystal Enterprise

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 the Query Manager link.

-2 RN A|AED B E- S
PeopleSoft.

Home

> Recruiting

- Workforce Administration
(- Benefits

[ Compensation Guery Manager

> Stock Enter any information you have and click Search. Leave fields blank for a list of all values
[ Time and Labor
[ Payroll for Marth Ametica Find an Existing Query | Create Mew Query
. Global Payrall & Absence

Marmt “Search By: | Query Name *| hegins with

- Payroll Interface
[ Waorkforce Developrment ﬂl Advanced Search

> Organizational Development
[ Enterprise Learing

- Workforce Monitoring

[ Pension

> Campus Cormmunity Find an Bxisting Query | Create Mew 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

Mew iindow | Help | Customize Pace |

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 Click the Create New Query link.

PeopleSoft.

[ Student Admissions
[ Records and Enroliment
> Curriculum Management
[+ Financial Aid
[- Student Financials
> Academic Advising
[ Contributor Relations
- SetUp HRMS
[ et Up BACR
- Enterprise Components
[ Worklist
- Application Diagnostics
[ Tree Manager
[~ Reporting Tools
= Quary

— Query Manager
— Query Yigwer
— Schedule Guery
[> PSinvision
I Crystal Enterprise
— Report Manater
- PeopleTools
> Packaging
|- Careers
|- Change by Password

|- My Personalizations
|- My System Profile

[ My Dictionary -

-2 QA OED B SH

> Recruiting N ‘E]
Mew Wind Help | Cust P
- Waorkforce Administration e hindow | Eelp | Custeriie Pace | 5,
[ Benefits — — —
i Records Prompts Criteria Having
- Stock
[ Time and Lakor Query Name: New Unsaved Query Description:
[+ Payrall for Morth America
DG';‘;EF‘NFEV’“”““SE”EE Find an Existing Record
[ Payrall Interface *, . lﬁ
0 B Search By:  [Record Mame beains with |
- Organizational Developrment
[ Enterprise Learming Search | Advanced Search
[ Workforce Manitoring
[ Pension
- Campus Cammunity
[ Student Recruitin
o B save Save As Preferences Properties ey Union QtRetumn te Search

Step | Action

4 Use the Recor ds page 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.

In this example, you want to create a query by using the ACAD_DEGR record.
Enter the desired information into the Description field. Enter "ACAD".

5. Click the Sear ch button.

6. Next, add the record and select the fields from the record that you want to add to the

query.

Add Record

Click the Add Record link.
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R eI ESEE

PeopleSoft.

Home
> Recruiting £
R T A Mew Window | Help | Customize Page | o5 4
(- Benefits
> Compensation
[ Stock
- Time and Lakor Query Name: New Unsaved Query Description:
> Payrall for Marth Armerica
. Global Payrall & Absence Click folder next to record to show fields. Check fields to add to guery. Uncheck fields to remave from query. Add 4

Marmt additional records by clicking the records tab. When finished click the fields tah
- Payroll Interface Chosen Records
[ ‘Workforce Developrment -
(- Organizational Development Alias Record
> Enterprise Learning = A ACAD_DEGR - Student Degree Tahle Hierarctydoin (=]
- Workforce Monitoring
> Pension Check All Fields Uncheck All Fields
> Campus Community "
> Student Recruiting
> Student Admissions [ © EMPLID-EmpiD Join PEOPLE SRCH- %
[ Recards and Enroliment Feople Search Visw |
| e B Rl [T ©% STONT_DEGR- Student Degres Nor %
- Gtudent Finansials ] DEGREE - Degree Join DEGREE INTRN vi- %
> Academic Advising Interral Degree View
[ Contributar Relations r INSTITUTION - Academic Institution Join NSTTUTION TBL- %
(- SetUp HRMS Institution Takle
> Set Lip SACR (m| ACAD_CAREER - Academic Career Join STONT CAREER - T
[+ Enterprise Components - Student Career
Lgadist r COMPLETION_TERM - Cormpletion Term Join TERM TL-Term %
> Application Diagnostics N
Definition Table
(> Tree Manager In] 2
> Remorting Tools DEGR_CONFER_DT - Confer Date &
= Query r HONORS_PREFIX - Honars Prefi Join DEGR_HOMORS vwi1 -
Dedree Honars Table View 1
uery r HONORS_SUFFIX - Honors Suffix Join DEGR HOMORS Wiz - T
— Schedule Guery Dearee Honors Table Yiew 2
I PSinvision (i GPA_DEGREE- Degree GPA *
b Crystal Enterprise (] CLASS_RANK_NBR - Class Rank Nbr %
— Report Manager 2
> PeopleTaals r CLABS_RANK_TOT - Class Rank Total g
> Packaging | ACAD_DEGR_STATUS - Academic Deagree Status 9*
- Careers (il DEGR_STATUS_DATE - Degree Status Date %
- Change by Password ]
|- v Personalizations ] OPRID- UserID il
I~ My Systern Profile |
[ v Dictionary b S P " o P Blent i <

Step Action

7. The Query page appears, displaying severa fields. Use this page to add fieldsto a
query. Add the EMPLID field to the query.
Click the EMPLID option.

8. The query name appears as New Unsaved Query until you save the query.
Click the Save button.

= —
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R ESEE

PeopleSoft.

> Recruiting

- Workforce Administration
(- Benefits

> Compensation

[ Stock

Enter a name te save this queny:

[ Time and Labor "Query:

- Payroll for Marth Ametica D L

. Global Payrall & Absence escription:
i Folder:

- Payroll Interface

[ ‘Workforce Developrment

(> Organizational Development
[ Enterprise Learing

- Workforce Monitoring

“Query Type: Usger |
*Owner: Private i

Query Definition:
[ Pension ﬂ
> Campus Community
> Student Recruiting
- Student Admissions j
[ 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

WWiorklist | MultiChannel Consol

Mew Window | Heln | Customize Pace | 15,

> Packaging

- Careers

- Change by Password
- My Personalizations

I Systern Profile
[ My Dictionary -

Step

Action

Use the Query Properties page to specify a name and description for the new query
you created.
Enter the desired information into the *Query field. Enter "Student_Distinct".

10.

Click in the Description field.

11.

Enter the desired information into the Description field. Enter "List of student IDs".

12.

Use the Query Type field 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 this example, retain the default query type.

13.

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 example, retain the default value.

14.

Click the OK 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

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

- Change by Password
- My Personalizations
- My Systern Profile

[ My Dictionary

Query Name: STUDENT_DISTIMCT

Description: List of student IDs

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remave from query. Add £

additional records by clicking the records tab. When finished click the fields tah

(Chosen Records

Alias Record
[Z A ACAD_DEGR- Student Degree Tabls Hierarchy Join (=]
Check All Fields Uncheck All Fields

¥ B EMPLD-EmpiD Join FEOFLE SRCH- %
Penple Search Yiew

(m B STOMNT_DEGR - Student Degree Nbr 9*

r DEGREE - Degres Join DEGREE INTRN Wi~ P
Internal Degree Yiew

r INSTITUTION - Acadermnic Institution Join INSTITUTION TBL - %
Institution Tahle

r ACAD_CAREER - Academic Career Join STONT CAREER - T
Student Career

(i COMPLETION_TERM - Completion Term Join TERM TBL - Term %
Definition Table

r DEGR_CONFER_DT - Confer Date W

r HOMORS_PREFIX - Hanars Prefix Join DEGR_HOMORS Wit -
Degree Honars Table Yiew 1

r HONORS_SUFFIX - Honors Suffixc Join DEGR_HOMORS W2 - "%
Dearee Honors Table View 2

[l GPA_DEGREE - Degree GPA 3

(il CLASS_RANK_MBR - Class Rank Nbr %

(m} CLASS_RANK_TOT - Class Rank Total T

r ACAD_DEGR_STATUS - Academic Cegree Status %

(i DEGR_STATUS_DATE - Degree Status Date 3

r OPRID - User D %

Save As MNew Query Preferences Properiies MNew Linion Q Retum to Search

Step

Action

15.

Next, view the query results.
Click the Run tab.

16.

times.

Click the Fields tab.

Use the Run page to preview the query you have just created.

Notice that there are 42 rowsin the query result, and some | Ds are appearing multiple
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-2 RUA|VED B E- S
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

Fields

Query Name: STUDENT_DISTINGT
“iew field properties, or use field as criteria in query statement,

1 AEMPLID - EmpliD Char11

Description: List of student IDs

Home

Column Order Saort Order
[4] (¥

D ?

Edit | [=]

- Workforce Monitoring
[ Pension
> Campus Community

[SEYS Save As New: Query Preferences Properties

Mew Union

Q2 Return to Search

> 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

<

Step Action

17. v
distinct.
Click the Propertieslink.

Navigate to the Query Properties page to change the query properties to make it
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-2 RN A|AED B E- S
PeopleSoft.

> Recruiting
- Workforce Administration
(- Benefits

[> Compensation Query Properties

[ Stock

> Time and Labor *Query: ‘STUDENTﬁD\ST\NCT

> Payrall for Marth Armerica

. Global Payrall & Absence
Marmt

- Payroll Interface

[ ‘Workforce Developrment *Query Type: | User -

(> Organizational Development

> Enterprize Learning *Owner: Private =

- Workforce Monitoring

[ Pension Query Definition:

Description: ‘L\SI of student IDs

Folder:

I™ pistinct

> Campus Community

> Student Recruiting

[ Student Admissions

[ Recards and Enroliment

[ Curriculum Managerment
[ Financial Aid

[ Student Financials

- Academic Advising

Last Update User ID: P

Last Updated Date/Time:  02/14/2005 9:26:03AM

(- Contributor Relations

(- SetUp HRMS

[> SetLip SACR

[» Enterprise Components
[ Worklist

> Application Diagnostics
> Tree Manager

[~ Reporting Tools

= Query

OK Cancel

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

- Change by Password
- My Personalizations
- My Systern Profile

|- My Dictionary -

Mew Window | Heln | Customize Pace | 15,

Step

Action

18.

Click the Distinct option.

19.

Click the OK button.
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-2 RUA|VED B E- S
PeopleSoft.

> Recruiting

- Workforce Administration
(- Benefits

> Compensation

[ Stock

[ Time and Labor . Query Name: STUDENT_DISTINGT Description: List of student IDs
> Payrall for Marth Armerica

[ el eanse View field properties, or use field as criteria in query staternent ol Qe Sort Order
[4] (¥

Marmt
- Payroll Interface
> Warkforce Developrment ol |Record Ficldname ormat |ord AT |Agn |Heading Te Add : d Delete
(> Organizational Development
Dgﬂ?gm,‘smammg " 1 AEMPLID - EmpliD Charl1 ID % Edit | =]
- Workforce Monitoring
(> Pension . 5
> Campus Communty (ST Save As HewCuery  Prefersnces  Prperied  MewUnion Cistun o Search)

> 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

<

Step Action

20, | Click the Save Query button.

Page 10 Last changed on: 5/16/2008 2:53 PM




Process Document
Making a Query Distinct

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: STUDENT_DISTINGT

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

Home

Description: List of student IDs

Mew iindow | Help | Customize Pan Saved

Column Order Saort Order
[4] (¥

Edit | [=]

1 AEMPLID - EmpliD Chart1 D
Save As MNew Query Preferences Properiies Mew Union QtRetum te Search

Step

Action

21.

Now, preview the query results.
Click the Run tab.
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R ESEE

PeopleSoft.

Home:
> Recruiting -
R T A Mew Window | Help | Customize Page | o5 4
(- Benefits
> Compensation
[ Stock
[ Time and Labor
> Payrall for Marth Armerica
- Gliﬂba‘ I:avml\ £ Absence | Rerun Query | Download to Excel 1-36 of 36
g
- Payroll Interface
[ YWorkforce Developrment 1 AADD2G
(> Organizational Development 2 RAADO34
[ Enterprise Learing
[ Workforce Monitaring 3 AD1012
> Pension 4 Ay001
> Campus Community
> Student Recruiting i I
- Student Admissians B AVOD03
> Records and Enrollment 7 VD004
[ Curriculum Managerment
' Financial Ald 8 A0
- Student Financials 9 AVD00B
[ Academic Advising 10 Av0007
(- Contributor Relations
(- SetUp HRMS 1l AVIOIE
[ Set Up SACR 12 AVO009
[» Enterprise Components 13 Ayn010
[ Worklist
> Application Diagnostics 14 .
[ Tree Manager 15 Av0012
[~ Reporting Taols 16 AVDOD13
~ou 17 AVO014 |
- Qe Viewer it LG
— Schedule Que 19 AVOD16
[» PSinvision 20 AVDDT7
> Crystal Enterprise
— Report Manager 2 21013
> PeopleTools 22 Av0O19
> Packaging 23 A¥0020
- Careers
- Change by Password 24 V0
I My Personalizations 25 FABTT
I Nty Systern Profile | 26 SRO477 =
|- My Dictionany -4 »[ ]

Step

Action

22.

Notice that the page now has only 36 rows. The |Ds that were appearing more than
once have disappeared from the query results.

23.

Y ou have successfully made a query distinct.
End of Procedure.
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