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Entering Selection Criteria

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

	2.  
	Click the Reporting Tools link.

	3.  
	Click the Query Manager link.

	4.  
	Use a keyword to search for the CRITERIA query.
Enter the desired information into the field. ".

	5.  
	Click the Search button.
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	6.  
	Click the Edit link.

[image: image2.png]




	7.  
	The Fields page displays the fields in the CRITERIA query.

	8.  
	Before adding the criteria to the query, run the query to see the data it retrieves.
Click the Run tab.
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	9.  
	The Run page enables you to preview the query. 

	10.  
	The Run page displays all the rows in the table. This is because no criterion is defined for this query currently. However, you only want to see specific records. To do this, you need to create criteria for specific fields.
Click the Criteria tab.
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	11.  
	The Criteria page enables you to view any existing criteria for your query and, if necessary, add or modify selection criteria for the query.

	12.  
	In this example, you need to add criteria to the query.
Click the Add Criteria button.
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	13.  
	The Edit Criteria Properties page enables you to define the selection criteria for the query. You need to select the expression to be used as a comparison value. PeopleSoft Query will insert this expression into the SQL for the query.

	14.  
	Click the Select Record and Field button.
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	15.  
	You need to retrieve information about the invoices created by sales persons 001 and 005. Therefore, locate the SALES PERSON - Sales Person record.

	16.  
	Click the Long Description link.

	17.  
	The Condition Type determines how PeopleSoft Query compares the values of the first expression to the second expression.

In this example, you want to display data for the sales persons 001 and 005. Therefore, you will use the in list value.
Click the *Condition Type list.

	18.  
	Click an entry in the list.

	19.  
	Next, specify the IDs for sales persons.
Click the Select List Members button.
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	20.  
	Enter the desired information into the Value field. 

	21.  
	Click the Add Value button.
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	22.  
	Enter the desired information into the Value field. 

	23.  
	Click the Add Value button.
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	24.  
	The selected sales persons IDs appear in the List Members grid.
Click the OK button.
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	25.  
	Click the OK button.
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	26.  
	Click the Save button.
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	27.  
	Finally, view the results of the query.
Click the Run tab.
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	28.  
	The results display all invoices that are created by sales persons 001 and 005.

	29.  
	You successfully created a query with criteria properties.

End of Procedure.
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