Process Document
Renaming Queries

Renaming Queries

Concept

There may be instances when you need to rename an existing query. If your security access
allows, you can change the name of a query from the query search results page.

In thistopic, you have been asked to change the name of the GRADES query to
CLASS GRADES.
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Procedure

PeopleSoft.

Personalize Content | Lavout

Menu

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

28 [

Step | Action

1. Begin by navigating to the Query Manager search page.

[* Reporting Tools

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

!Eeuru\lmg j

- Workforce Administration

(> Benefits

> Compensation GQuery 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

- 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

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

PeopleSoft.

Mew Window | Help | Customize Page | 15

Marnt “Search By: | Query Name v| beginswith |

— Schedule Quen

Step

Action

Use akeyword to search for the GRADES query.
Enter the desired information into the begins with field. Enter "GRADES".

Click the Sear ch button.
[ Seareh |

Y ou can rename a query from the search results page. Select the query to be renamed.
Click the GRADES option.

Click the * Action list.
-- Choose - j|

Y ou can select an option to perform the required operation, such as copy, delete,
move, or rename, on the selected query. Y ou need to rename the selected query.
Click an entry in thelist.

[Rename Selected |

Click the Go button.
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L - NEEATL - Y T
PeopleSoft.

!Eeuru\lmg j

- Workforce Administration

Home:

(> Benefits R

> Compensation Rename Queries

[ Stock

> Time and Labor Enter new names for the gueries on the right.

> Payrall for Marth Armerica

. Global Payrall & Absence
Marmt

[+ Payroll Interface GRADES Private H

[ ‘Workforce Developrment

(> Organizational Development

[ Enterprize Leaming OK Cancel

- 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

Rename Queries

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

9. Specify the new name for the query.
Enter the desired information into the New Name field. Enter "CLASS GRADES".

10. Click the OK button.
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L - NEEATL - Y T
PeopleSoft.

!Eeuru\lmg j

- Workforce Administration

Home:

Mew Viindow | Help | Customize Page |

(> Benefits

> Compensation GQuery Manager

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

- Payroll far Modh Ametica Find an Existing Query | Create New Query

. Global Payrall & Absence

Mot “Search By: |Query Name >| begins with GRADES

- Payroll Interface
[ Waorkforce Developrment ﬂl Advanced Search

(> Organizational Development
[ Enterprise Learing

> Warkforce Manitoring Search Results
[ Pension

(- Campus Community *Folder View: |-- All Folders - hd

> Student Recruiting

[ Student Admissions Check Al Uncheck All *Action: | Rename Selected ¥

> Recards and Enroliment
[ Curriculum Managerment

e ast
E;Itzadg;‘tamlgma\s wner Folder Edit :# g:c“e‘lu Schedule

- Academic Advising

[

- Contributor Relations ¥ CLASS_GRADES Summary of class arades Private Edit HTML Excel Schedule
(- SetUp HRMS ;

[ Set Up SACR Find an Existing Guery | Create Mew Que

[» 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

11. | Noticethat the query name has changed to CLASS_GRADES.

12. | You successfully renamed a query.
End of Procedure.
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