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Step Action
1. Click theReporting Tools link.
[- Reporting Tools
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Step Action
2. Click theQuery Manager link.
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' Enterprise Learning new window. Use the Save As Ik below to rename the query, f you wish, and then chek

I: Workiarce Monitoring the Run Query icon
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[ Campus Community
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> Tree Manager
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= Queny
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Step Action
3. Click theRun Query button.
“Run” tab will have a "Run Query” symbol. Queriesishbe saved before

running. Clicking on the Run Query symbol will allgyou to name and execute a
new query.
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> Student Admissions
* Records and Enroliment
i Curticulum Management
I Financial Aid
[ Student Financials
[ Academic Advising
[: Contributor Relations
(> SetUp HRMS
[ BetUp BACR
[ Enterprize Components
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New Window | Help | Gustomize Page | &

Enter a name to save this query as:

Quer: | UMS_ANN_TEST_QUERY
Description: |

e Y]

Folder:

*Query Type:
*Owner: [Pricate |
Query Definition:

QK Cancel

€
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Step

Action

Query Name:
Query names (public and private) should begit Wit letter 'U'. Campus
designation may be used: i.e. UM, UMFK, etc.

Query Folder:

Queries can be saved to folders. Folder nameshysedmpus users must not
begin it with “UMS”. “UMS folders are privileged fders that are only accessible
by System employees.

If folder names do not meet the requirements threyqwill not run and/or the
folder will not be saved.
A dialog box will pop up indicating the broken rue.

Click theOK button.
ok__|
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New Window | Heln | Custornize Page | 5, 4

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

Find an Existing Query | Create New Quary

*Search By: | Query Name v

beginswith — [UMS_ANN

Search | Advanced Search

Search Results

Folder View: |- All Folders -

Check All Uncheck All

[ Financial Aid
[ Student Financials
[ Academic Advising
[ Confributor Relations
> 5t Up HRMS
5ot Up SACR
» Enterptise Components []  UMS3_ANN_2008POLICERAISES 2008 Police Raises Private Edit HTML Excel Schedule
E‘?V”U‘fm”m“ FraVieb Int ] UMS_ANN_ACTIONREASONTEL Privale Edit HTML Excel Schedule
Al aton Plagnretes C]  UMS_ANN_AGTRSN W COMuENTg cionReasan Table Private Edif HIML  Ewel Schedule
> Tree Manager wiammeants
VRE{;’U”WTW‘S [] UM3_ANN_ADDLPAYO30 Private Edit WML Excel Schedule
= Query
[ UMS_ANN_ADDRESSES Sample of addresses for GAS  Private Edit HTML Exgel Stheduls
Qusry ewer O] UMB_ANN_AFUM_SAB Private it HTML Eucel Sthedule
- Scherlule Quary
[ PSin¥ision []  UMS_ANN_ALL_GRAD Grads with RIT = Reg Private Edit HTML Excel Schedule
[ Crystal Enterprise
o Rewgun Mananer [ UMS_ANN_BLANK_REFORTS_TO Blank Reports-to in Job Data Private Edit HTML Excel Scheduls
gg:ggﬁm‘s ] UMB_ANK_BWKLY TEMP Biweekly Tenp ernployees Private Edit HIML Euel Sthedue
- Pt ] UMS_ANN_CHAIR_ADMINPOST Private Edit HTM. Euel Scheduie
- Beturn to Partal -
By ] UMS_ANKN_CHAIR_SURVRLVL Privale Edil HTML Exel Schedule
[ Al iy []  UMS_ANN_COHCRTIRAISES Cahart1 with percentinrease  Private Edi HIML  Excel Schedue
- Wy Personalizations -
I~ bty System Profle [0 UMS_ANN_COMPFREQMISMATCH Private Edit HTML Gucel Schedule
|- My Dictiohaty M | |
@ Q ) Tructed sites
Step Action

Rules for query names and folders exist on thecbepanel.

All other functions exist as normal.

End of Procedure.
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