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SECTION 1

Introduction

OVERVIEW

The intent of this course is to demonstrate the features of PeopleSoft Query Release 8.4. This
course is designed to teach users how to create queries using PeopleSoft's Query tool.

OBJECTIVES

By the end of this course, you will be able to:

e Open existing queries

e Create new queries using the Component and Designer Views
e Specify selection criteria and sorts

e Generate run-time prompts

e Send query results to Excel

e Perform a simple join between two tables



SECTION 2

Query Overview

OVERVIEW

This lesson reviews how to access Query, as well as how to run an existing query. You will also
learn about the various components of the query definition. In later lessons, we will use this
acquired knowledge to build and execute queries.

OBJECTIVES

By the end of this section, you will be able to:

e Access Query

e Understand new Query terminology
e Open an existing query

e Run an existing query

e View query results

o Set preferences



2.1 Accessing Query Manager
To provide a quick introduction to Query, you will access and run an existing query. Once you

execute the query, the results will be displayed on the screen within a grid control. Once you are
logged on to PeopleSoft, perform the following steps to access Query Manager.

Navigation:

e Reporting Tools

e Query
e Query Manager

7 Repoarting Tools

Glery Yiewer
Schedule Gluery

The Query Manager page displays:

Query Manager
Find an Existing Query
*Query Type:
Search by:  |Name x| |begins with x| | User |

Search |

Create Mew Query

From the Query Manager page you can open a query, modify an existing query, run an existing
query, or create a new query.



2.2 Opening an Existing Query

If you have predefined queries, you can open and/or execute them easily. As new queries are
defined they can be saved and executed as well.

e Enter a part or all of the query name
o0 For this example, type SLO_GL
0 Press the Search button
0 The list of available queries displays
0 Click the hyperlink for the SLO_GL_CASHBAL_NONTRST_T query

Query Manager

Find an Existing Query

*Query Type:
Search by:  |Name x| [beainswith x| [sLo_oL User =]

Search |

Create Mew Query

Search Results

[ nize | Find | ¥ ]
SLO GL ABMORMAL CREDITS T DAF-Abnarmal Balance-credit Fublic  Run Scheduls
SLO GL ABMORMAL DEBITS T DAF-Abnormal Dehits Fublic  Run Schedule
SLC &L APHBATCH CHKES T SEC-APX Batch WouchersiChecks Fuhlic  Eun Schedule
SLO GL CASHBAL MOMTRST T SEC-Cash balances-naon trust Fublic  Run Schedule
BLC GL CASHBAL TRUST T SEC-Cash halances-trust Fuhlic  RBun Schedule
SLO GL CASHMET SAMI1 P KEA - CashMet totals by batch Fublic  RBun Schedule

NOTE: Only queries that have been saved as public, as indicated in the third column of the
search results above, are available to all users. If this column contains “Private”, only the person
who created that query has access to it.

/ Records Y Query Y Ewpressions Y Frompts | Fields Y Criteria Y Having |} ViewS0L Y Preview |

Query Name: S0 GL_CASHBAL MOMTRST_T Description: SEC-Cash balances-non trust

Wiew field properties, or use field as criteria in guery staternent, Reorder/ Sml
1 ALEDGER - Ledger Char10 Ledger % Edit | ;I
2 AFUND_CODE - Fund Code Chara 1 Fund % Edit | ;I
3 AACCOUNT - Account Charii Account % Edit | ;I
4 APOSTED_TOTAL_AMT - Posted Total Amount SMm2a.3 Sum Sum Total Amt % Edit | ;I
5 AFISCAL_YEAR - Fizcal Year Mum4.0 ear 2 Edit | ;I
6 B.DESCR - Description Chara0 Descr k4 Edit | ;I
7 ABUSINESS_UMIT - Business Unit Chara Unit 2 Edit | ;I

Save As Mew Query Preferences Properies Mewe Linion Q) Return to Search |




When the query opens, the Fields page is initially displayed. This page lists the fields to be
selected by this query as well as a number of each field's properties as pertains to the query.

2.3 Running a Query

To run a query, click the Preview folder tab on the far right. Note that this method will work when
you first open a query or create a new query. In order to rerun a query that you have open you
will need to click on the Preview tab and then click on the Rerun Query hyperlink.

/ Records Y Query | Expressions | Prompts | Fields Y Criteria Y Having V" ViewSOL Y Preview |

Query Name: SL0_GL_CASHBAL MOWTRST.T Description: SEC-Cash balances-non trust
view field properties, or use field a5 criteria in query statement. Reorder / S“”l
g | Fi [ 1707

Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria  Edit Delete
1 ALEDGER - Ledger Charll Ledger % Edit |;|
2 AFUND_CODE - Fund Code Chara 1 Fund % Edit | ;I
3 AACCOUNT - Account Char10 Account % Edit | ;I
4 APOSTED_TOTAL_AMT - Posted Total Amount SMm2a.3 Sum Sum Total Amt ?}. Edit | ;I
5 AFISCAL_YEAR - Fiscal Year Mum4.0 Year % Edit | ;I
6 B.DESCR - Description Char3n Descr i 4 Edit | ;I
7 ABUSINESS_UMIT - Business Unit Chara Unit 2 Edit | ;I

Save As Mews Guery Preferences Praoperties Mewe Linion QL Return to Search |

When the query has finished running, the results are displayed in a grid format.

To run the output to an Excel spreadsheet click the Download to Excel hyperlink.
[ Records ' Query | Expressions | Prompts |} Fields )" Criteria " Hawing ) ViewSQL ) Preview |

| Eerun Guery | Download to Excel 1-39 of 29
[~ Cedoer | Fund | Account | SumTotoldmi | Year | Deser | Ut
[1 |acTuaLs ADZ01 101001 24061.700 2003 |2001-2002 General Fund Expense SLCMP
2 |ACTUALS ADZ02 101001 -3704.290 2003 |2002-2003 General Fund Expense SLCMP
3 |ACTUALS ADZ03 101001 -753415.350 2003  |2003-2004 General Fund Expense SLCMP
4 |ACTUALS BO201 101001 -0.180 2003  |2001-2002 Reimhb Activity Exp SLCMP
g |ACTUALS BO202 101001 29988.270 2003 |2002-2003 Reimb Activity Exp SLCMP
4} ACTUALS BD203 101001 24378 460 2003 2003-2004 Reimb Activity Exp SLCMP
7T |ACTUALS BF202 101001 37656.240 2003 |2002-2003 Reimb Activity Rev SLCMP
8 |ACTUALS BF203 101001 37495180 2003  |2002-2003 Reimb Activity Rev SLCMP




2.4 Setting Preferences
You are able to modify your Query Manager by setting preferences.

Click the Preferences hyperlink found at the bottom of the Query Manager pages.

18 A BALAMCING _LIME - Balancing Line Char Balancing Line % Edit | = |
B save Save A Mewy Queny Freferences Froperdies Mewy Linion ) Return to Search

The Query Preferences page allows you to control the display of records by either description or
name and description.

The “Enable Auto Join” checkbox is used to automatically determine the join conditions when a
new record component is added.

GCluery Preferences

*Name Style: | MName and Description j

V' Enable Auto Join

(uery will automatically determine the join conditions
foryou when a new record compaonent is added)

8] | Cancell




2.5 Exiting a Query

In version 8.4, in order for changes made to a query to take effect, the query must be explicitly
saved. As a result, you will be prompted to save changes to a modified query if you exit Query
Manager. If you modify a query, you may run it before you save it.



SECTION 3

Creating a Query
OVERVIEW

This lesson illustrates how to create and execute a new query. In addition, we will save and
modify the query. Building on these skills, we will then make the query more complex by adding
such operations as sorts, and aggregate functions.

OBJECTIVES

By the end of this section, you will be able to:

e Create queries

e Save queries

e Change headings

e Sort query output

e Use aggregate functions such as count and average



3.1 Selecting a Record

In order to create a new query, we will work with the LEDGER record to create a query that will
gather information about account balances and funds. We will start with some very simple
concepts and build on these skills to create a more complete and useful query.

The first step in creating a query is selecting a record. You want to choose the record that will be
the primary focus of your query. For example, if you want information about account balances
with certain funds you may want to select the LEDGER record.

To create our new query, we must locate the LEDGER record. There are several different
methods to select a record from this page. You can search by Name or Description and select
either begins with (shown below) or contains certain letters.

PeopleSoft.

(=3

/ Records Y Query Y Expressions | Prompts ) Fields ) Criteria ) Having

Query Name: Mew Unsaved Query Description:

Find an Existing Record

Search by:  [Name = [peginswitn 7] |
Search | Description

PeopleSoft.

[=[3

[ PRecords % Query Y Espressions ¥ Prompts ) Fields Y Criteria )" Hav

Query Name: pjew Unsaved Guery Description:

Find an Existing Record

Search by:  |Name x| |beginswith =] %
= R



For our example, leave the drop-down values as they are and type the first few characters of the
record name (“LED” in the example shown below), and then press the Search button.

Click the &dd Record hyperlink for the record to add it to the query (in this case, select Add Recard
for the LEDGER record.)

PeopleSoft.

=

/ Records % Query  Ewpressions | Prompts Y Fields ) Criteia Y Having

Query Name: Mew Unsaved Query Description:

Find an Existing Record

Search by: |Name j |begins with j |LED

Search |

Search Results

First 1-19 of 19 Last
LEDGER - Ledger Data Add Record
LEDBER_ADE - ADB Ledger Data il ntinu oy
LEDGER_ADE_MTD - ADB Ledger Data Add Record
LEDGER_ADB_QTD - ADB Ledoer Data Add Record
LEDGER_ADE_YTD - ADE Ledger Data Add Record
LEDGER_BUDG - Budget Ledger Data Add Record
LEDGER_BUDG_KK - Ledger Data Add Record
LEDGER_CODE_DTL - Ledger Code Add Record
LEDGER_CODE_TAL - Ledger Code Add Record
LEDGER_KEK - Ledger Data Add Record
LEDGER_PRCA - Project Based Ledger Add Record
LED_DEFM_TBL - Ledger Definitian Add Record

10



Once a record has been selected, the Query page is activated. All fields contained in the
selected record, LEDGER, are displayed:

PeopleSoft,

(=113

Records Que Expressions § Prompis )| Fields | Criteria | Having  { ViewSQL | Previey
Query Name: plew Unsaved Query Description:

Click falder nextto record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add 20

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

Chosen Records

Alias Record
= a LEDGER - Ledger Data Hiararchy Join ;l
Check All Fields | Uncheck All Fields |
[T % BUSINESS_UNIT - Business Unit %
T ® LEDGER- Ledyer b4
T B ACCOUNT- Account JoinGL ACCOUNT TBL- 7
Accounts
[T B= ALTACCT- Alternate Account Join ALTACCT THL - %
Alternate Account
[T B DEPTID- Deparment Jain DEPT TBL - %
Departments
[T OPERATING_UNIT - Operating Unit Join OPER_UMNIT TBL- %
Operating Unit
™ © PRODUCT- Product Join PRODUCT TBL- %
Products
% FUND_CODE - Fund Code Jain FUND TEL- Fund Table 7
[T B CLASS_FLD- Class Field Join CLASS CF TBL- Class %
AfFTradn Takla

Activity #1 - To create a list of account balances by period within a fund, select the LEDGER
record using one of the navigation options defined. Follow the above example as a guideline.

11



3.2 Selecting Fields
The next step in defining a query is to select the fields that will comprise the output columns.

Navigation options for selecting fields:
e Manually select individual fields by checking the “field” check boxes to the left:

PoopleSofr,

(=13

/ Records ¥ OQuery Y Ewpressions ' Prompts ' Fields ) Criteria 7 Hawing ) ViewSQL j Prev

Query Hame: ey Unsaved Query Description:

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from guery. Add QO
additional records by clicking the records tab. YWhen finished click the fields tab.

Chosen Records

Alias Record
= LEDGER - Ledger Data Hierarchy Join ;l
Check All Fields | Uncheck Al Fields |
~ B BUSINESS_UMIT - Business Unit %
I | ™ LEDGER- Ledger %
= B= nrcolUNT - Account Join GL ACCOUNT TBL - ?{-
Accounts
T | = ALTACCT- Alternate Account Join ALTACCT TBL - %
Alternate Account
™ | ® DEPTID - Department Join DEFT TBL - %
Departments
T | ™ OPERATING_UNIT - Operating Unit Jain OPER UMNIT THL - %
Operating Unit
M | ™ proDUGT- Product Join PRODUCT TBL - %
Products .
¥ | ™ FUND_CODE- Fund Code Join FURD TEIL
| B CLASS_FLD- Class Field Join CLASS CF TBL- Class ?ﬁ-
of Trade Tahle

12



. Or, select all fields by pressing Check All Fields button:

PeopleSoft. e

(=03

[ Records  { Query Y\ Ewpressions | Prompts [ Fields " Criteria )" Hawing ) WiewSQL ) F

Query Name: New Unsaved Query Description:

Click folder next to record to show fields. Check fields to add to guery. Uncheck fields to remaove from guery. Add ﬁ
additional records by clicking the records tab. When finished click the fields tab.
Chosen Records

alias Record
= a Lp# Hierarchy Join [ =]
Uncheck All Fields |
Find  First {300t 30 M| Last
V B BUSIMNESS_URIT - Business Linit 9;
¥ © |EDGER - Ledger %
P B® AcCOUNT- Account Join GL ACCOUNT TAL- R
Accounts
F B sl TACCT - Altemate Assount DN ALTACET THEx @
Alternate Account
¥ B DEPTID- Department Join DEPT TBL- %
Deparments
¥ B= QPERATING_UNIT - Operating Unit Jain OPER UNIT TBL- %
Operating Unit
¥ © PRODUCT- Product Join PRODUCT TEL - %
Products
¥ FUND_CODE- Fund Code Join FUND TBL - Fund Table T
I~ (B CLASS_FLD - Class Field Join CLASS CF TBL- Class 7
of Trade Table -

Activity #2 - Create a list of account balances by period within a fund: select the
BUSINESS_UNIT, LEDGER, ACCOUNT, FUND_CODE, FISCAL_YEAR,
ACCOUNTING_PERIOD, AND POSTED_TOTAL_AMT fields using one of the navigation options
defined. Follow the example as a guideline.

13



Select the Fields page to view the selected fields and their properties.

The column order is indicated in the column titled “Col".
When a field is selected for output its column sequence number is displayed in the Col column.
The sequence number represents the left to right order of the displayed fields in the query output:

PéopleSofts

B

Home

Mew Window | Help

[ Records | Query ) Ewpressions | Prompts{ ) Fields ) Criteria )" Having ) ViewBQL | Preview |

Query Name: pew Unsaved Query Description:

View field propeties, or use field as criteria in query statament. REUYdBffSDﬂl

Custamize | Find

gord.Fi Format Ord XLAT Aug Heading Text Add Criteria  Edit Delete

A BUSINESS LINIT - Business Unit Chars Unit % ﬂl ;l
2 ALEDGER - Ledger Charll Ledger ?.- ﬂl ;I
3 AACCOUNT - Account Char10 Account % ﬂl ;l
4 AFUND_CODE- Fund Code Chars Fund % ﬂl ;l
A AFISCAL_YEAR - Fiscal Year Mum4.0 fear 3?4- ﬂl ;l
6 AACCOUNTING_PERIOD - Accounting Period Mum3.0 Period % ﬂl ;l
7 APOSTED_TOTAL_AMT - Posted Total Amount SNm25.3 Tatal Amt % ﬂl ;I

B savel Save As Mew Query Preferences  Properies  Mew Union QRetum to Search|

14




3.3 Removing Fields

To remove a field from your query output, press the “Delete” =1 button on the field's line.

PeopleSoft, N —

(=3

| Records ¥ Query ) Expressions | Prompts ¥ Fields Y Criteria ) Having | ViewSQL | Preview

Query Name: [ew Unsaved Guery Description:
View field properties, or use field as criteria in query statement, Rearder/ Sort
m i First 4] 150iF (Pl Las
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria  Edit Delete
1 ABUEBIMESS_UMIT - Business Unit Chard Unit % Edit ;I
2 AACCOUNT - Account Charl0 Account A Edit
3AFUND_CODE - Fund Code Chard Fund % Edit ;I
4 AFISCAL_YEAR - Fiscal Year Mum4.0 Year % Edit ;l
5 AACCOUNTING_PERIOD - Accounting Period Mum3.0 Period % Edit ;I
B AFPOSTED_TOTAL_AMT - Posted Total Amount SMm325.3 Total Amt % Edit ;I
(S Save As MNew Query Preferences Properties Mew Union QL Retur to Search |

Activity #3 - Modify the query field list by removing the LEDGER field so that the remaining query
fields are as shown above.

15



3.4 Running Queries

As mentioned in section 2.7, in version 8.4, a new or modified query does not have to be saved
before you can run it.

You may run the query before saving (by clicking on the Preview tab); however, you may wish to
save the query first by using the standard SLO naming convention. You should save your query
as a Private Query. Public Queries may only be saved in compliance with SLO Public Query
Request Process Guide.

re=a e

PeopleSoft.

=13

Hotme:

Mew Window | Help

[ Records ¥ Guery ) Ewpressions ¥ Prompts Y Fields Y Criteria ) Having | ViewSQL | Preview |

Query Name: New Unsaved Query Description:

View field properties, or use field as criteria in query statement. Reorder/Sart
e

] 15 of B L st

Col Record.Fieldname Format Ord XLAT Agn Heading Add Criteria pefite

1 ABUSINESS_UNIT - Business Unit Chars Uniit % Edit_|[=|

2 AACCOUNT - Accaunt ChartD Account % Edit |;|

3 AFUND_CODE - Fund Code Chars Fund % Edit |;|

4 AFISCAL_YEAR - Fiscal Year Numd.0 Year % Edit |;|

5 AACCOUNTING_PERIOD - Accounting Feriod NUMm3.0 Period % Edit |;|

6 AFOSTED_TOTAL_AMT - Posted Total Amount SMmM25.3 Total Arnt % Edit |;|
(=S Save As MewQuery  Preforences  Properies  Mew Union QuRetum ts Searcn|

Click the Save As link at the bottom of the page to save the new query.

16



Enter the query name (use a prefix of “SLO_", to indicate a San Luis Obispo custom query,
followed by Office/Function code “XXX_”, then the query name, followed by T for Template or P
for Prompt). Note that this is the standard naming convention for Public queries (as outlined in
the Public Query Request Process Guide); for Private queries you may use any structure that you

choose.
? s
g

PUBLIC QUERY
PROCESS

Add a short description, the query type (in this case “User”), and the owner (in this case
“Private”). The Query Definition section allows you to enter a much more detailed description of
the query if desired:

a Query Manager - Microsoft Internet Explorer ;Iglﬂ
File Edit Wiew Favorites  Tools  Help ‘
GBack + = - (D #at | Qzearch [GFavorites  (DMeda (% | S = i
Address I@ https:ficmsdey-Fs, calstate.edu: 4427 jpsp/faslostg_1/EMPLOYEE/ERP/c/QUERY_MANAGER  QUERY _MAMAGER. GEL j @Gu Links >
PeopleSoft.
=13

Mew Window | Help

Enter a name to save this query as:

“Queny: |SLO_BL_TRAINT_T

Description: [Training Guery
Query Type: | User -]
*Owner: Private |

Query Definition:
Training Guer =
=l
ok_| cancel
[ &) javascript:submicAction_win1 (document win1, 'QRYPROP_WRK_QRYOK'); e w

Ao AEF D @ € @ ~| 520 O Ev| S| 905 1| -] e [Ee. || compser >[N 5 PRADIORONE  z11mm

17



Users are only allowed to make or change private queries unless they follow the correct process
below is a link to the public query request form.

Public Query
Request Form

Be sure to avoid using spaces in the query name or you will receive the following error:

a Query Manager - Microsoft Internet Explorer ald ﬂ

File Edit Wiew Favorites  Tools  Help ‘

Back v = - (D #at | @zearch [GFavorites  @Meda (% | S = K

Address IEhttps:ln’ln’cmsdav-Fs.:alstate.edu:442?,ipsp,if85lustg_1fEMPLOVEEIERPIEF’QUERV_MANAGER‘QUERY_MANAGER.GEL | @60 |Links »

PeopleSoft.

(=3

Home:

Mew Window | Help

Enter a name to save this query as:

*Query: |SLO_GL_TRAINTT

Description: | Training Query
Query Type: | User 'l
*Owner: Frivate 'I
oo otutn x

Training Guery

& The guery name may only contain letters, numbers or underscores, {139, 32)

0K | Cancel

| &) javascript:submitAction_in (document win1, "QRYPROP_WRK_GRYOK); [ [ |2 |$ mkernet 4
#Mstart |J a e ”H E8H 1.| = c| BI &9 ”FI Q}P”ﬁ “My computer ® NP @ P B[IBO@ @S 210em

18



Notice that the query name has changed from “New Unsaved Query” to “SLO_GL_TRAIN1_T":

a Query Manager - Microsoft Internet Explorer _lo ﬂ

File Edit Wiew Favorites Tools  Help ‘

Back v = - (D #at | @zearch [GFavorites  @Meda (% | S = K

Address@https:ﬁcmsdav-Fs.\:alstate.edu:442?jpspjf85lustg_1fEMPLOVEEIERPIQ’QUERV_MANAGER‘QUERY_MANAGER.GEL | oo |Links @
PeopleSoft.

(=3

Mew Window | Help

[ Records ¥ Guery ) Ewpressions ¥ Prompts Y Fields Y Criteria ) Having | ViewSaL Y Preview |

QueryName: 510 L TRAINT_T Description: Training Query

View field properties, or use field as criteria in query statement. Rearder Sﬂf‘tl

Col Record.Fieldname Format rd XLAT Agy Heading Text Add Criteria  Edit

Ord KLAT Delete
1 ABUEINESS_LINIT - Business Unit Charg Unit % Edit |;|
2 AACCOUNT - Account Chart Account % Edit |;|
3 AFUND_CODE - Fund Code Chars Fund % Edit |;|
4 AFISCAL_YEAR - Fiscal Year Murn4.0 Year % Edit |;|
5 AACCOUNTING_PERIOD - Accounting Period HUmz.0 Period % Edit |;|
6 APOSTED_TOTAL_AMT - Posted Total Amount SMmM25.3 Total Amt % Edit |;|
(=S Save As e Query Freforences  Properiss  Mew Union Q Retum to Saarch |
@ [ Bews

Mstart |J ]

@& @ | By B B @c| 215 £1o We| Brf[Ee [ compuer > [NHE S PRATIOBORS z15em

Click the Preview tab to execute the query.
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Output will be displayed in a new window:

Query Manager - Microsoft Internet Explorer i ) ﬂ

File Edit Wiew Favorites  Tools  Help ‘

P Back ~ = - @ £t | @Search [Fe] Favorites @Mad\a @ | %' = Ne|

PeopleSoft.

(=13

Mew Window | Help &

[ Records }  Query | Ewpressions | Prompts | Fields " Crieia Y Having | ViewSGL | Preview

Wiy All | Rerun Guery | Download to Excel [4] 1-100 of 41958 [P Last

I S ™ I T N T T

1 SLCMP 101001 AD198 1999 12 191749.200

2 SLCMP 101001 AD199 1999 12 100475.280

3 SLCMP 101001 BF198 1999 12 -1178.860

4 SLCMP 101001 BF1499 19599 12 553313.750

i SLCMP 101001 CR133 19899 12 3337.520

[} SLCMP 101004 CR199 1999 12 219415.3220

7 SLCMP 101001 FADDM 1999 12 21009.610

g SLCMP 101001 FCO01 1999 12 35.500

9 SLCMP 101001 HADOS 1999 12 133.880

10 SLCMP 101001 HADOB 1999 12 210.000

11 SLCMP 101001 HARDT 1999 12 43514.380

12 SLCMP 101001 HARDZ 19599 12 40062.000

13 SLCMP 101001 JBO01 19599 12 58675920

14 SLCMP 101004 JBRO1 1999 12 40.000

15 SLCMP 101001 JCom 1999 12 26047.200

16 SLCMP 101001 JORO1 1999 12 936.600

17 SLCMP 101001 KADO1 1999 12 31902910

18 SLCMP 101001 a0l 1999 12 -17713.400

18 SLCMP 101001 MO0z 1999 12 -26538.380 ﬂ
& [ B [gmemt 4

ifljStart |J

@& @ | 3y B E @] T £1of W] Te{ €10 [ compuer NG S P RADORBAORE  zaten
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3.5 Modifying Headings

The text listed in the “Heading Text” column will be used for the headings in your query output to
the grid control and Excel.

Let's change the heading for UNIT to “Business Unit” and the heading for YEAR to “Fiscal Year”.
Press the Edit button on the field line you wish to change the heading for:

a Query Manager - Microsoft Internet Explorer =0 5'

File Edit Wiew Favorites  Tools  Help ‘

GBack + = - (D #at | Qzearch [GFavorites  (DMeda (% | S =

Address I@ https:ficmsdey-Fs, calstate.edu: 4427 jpsp/faslostg_1/EMPLOYEE/ERP/c/QUERY_MANAGER  QUERY _MAMAGER. GEL j @Gu Links >
PeopleSoft.

(=13

Home

Mew Window | Help

[ Records }"  Query | Ewpressions | Prompts j°  Fields Y Crieria  y Having | ViewSGL i Preview |

Query Name: 510 _GL_TRAINT_T Description: Training Query
View fleld propetties, or use field as criteria in query staternent. Reorder [ Sml
g First 160t 6 Last
Col Record Fieldname Format Ord XLAT Agg Heading Text Add Criteria  Edit Delete
1 ABUEBINESS_LINIT - Business Unit Charg Unit % Edit |;I
2 AACCOUNT - Account Chart Account % Edit |;|
3 AFUND_CODE - Fund Code Chars Fund % Edit_|[=|
4 AFISCAL_YEAR - Fiscal Year Nurm4.0 Year % Edit |;|
5 AACCOUNTING_PERIOD - Accounting Period Num3.0 Period ?r Edit |;I
B APOSTED_TOTAL_AMT - Posted Total Amount GHmM24.3 Total Amt % Edit | ;I
B savel Save As [ew Query Preferences  Propeties  Mew Union CiRetum to Searen
5] [ |8 [ meermet 7

iglstart
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Navigation for modifying field headings:

e Inthe “Heading” group box, click on the “Text” radio button
e Select and click in the “Heading Text" field

e Type new heading text into the text box

e Press OK button

a Query Manager - Microsoft Internet Explorer _io ZI
File  Edit view Fawvorites Tools  Help ‘

WHBack -~ = - @ ot | QSearch (3] Favorites @MEd\a @ | %- S =t @
F\ddress@https:,l’,l’cmsdev—Fs.calstate.edu:4427,ipsp,if85lostg_1J‘EMPLO\"EE,I’ERPJ‘C)’QUER\"_MANAGER‘QUERY_MANRGER.GEL j ﬁGo Links

PeopleSoft.

Hotne

=3

Mew Window | Help

Edit Field Properties

Field Name: A BUSINESS_UNIT - Business Unit

) — Order By
Column: 1 Number:

[T | Coscening
© NoHeading  RFT Short Aggregate

' None
 Text " RFT Long © sum
Heading Text: € Count
|Elu5iness Unit  Min
*Unigue Field Name:  Max
IA BUSIMESS_UNIT  fverage
Lok | [ caa |
& E A
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Save changes to query and rerun by selecting on the Preview tab, and then clicking on the
Rerun Query hyperlink.

The modified headings are shown in the resultant output:

g
File  Edit view Fawvorites Tools Help ‘
WHBack -~ = - @ ot | @Search (3] Favorites @Med\a @ | %- S =t @

Address @https:,l’,l’cmsdev—Fs.calstate.edu:44271psp1f85l05tg_1J‘EMPLO\"EE,I’ERPJ‘C)’QUER\'_MANAGER‘QUERY_MANRGER.GEL j ﬁGo Links
PeopleSoft.
=3
Mew\Window | Help =)
| Records ¥ cuery ) Ewpressions | Prompts Y Fields | Criteria | Having | viewSGL | Preview
Wiew Al | Rerun Query | Download to Excel [ 1-100 or 41868 [ Last
|| Buswossunt | _account | _Funa | Fscalvear | Perod | __Totalamt | -
1 SLCMP 101001 AD198 19499 12 181749.200
2 SLCMP 101001 AD199 1999 12 100475280
3 SLCMP 101001 BF198 1999 12 -1178.860
4 SLCMP 101001 BF199 1999 12 553313.750
5 SLCMP 101001 CR198 1999 12 3337.520
B SLCMP 101001 CR189 19499 12 219415220
7 SLCMP 101001 FADD1 1999 12 21009610
i SLCMP 101001 FCoo1 19499 12 36.500
] SLCMP 101001 HAQDS 1999 12 133.990
10 SLCMP 101001 HAOOG 1999 12 210000
11 SLCMP 101001 HARD1 1999 12 43514 3490
12 SLCMP 101001 HARD3 1999 12 40062.000
13 SLCMP 101001 JB001 1999 12 58675.920
14 SLCMP 101001 JBRO1 19499 12 40.000
15 SLCMP 101001 Jeoot 1999 12 28047800
18 SLCMP 101001 JORD1 19499 12 936.600
17 SLCMP 101001 KA001 1999 12 31902.910
18 SLCMP 101001 Moot 1999 12 -17719.400
19 SLCMP 101001 mMDoo3 19499 12 -26538.390 ﬂ
& oone [ & [@mene
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Activity #6 - Change the headings for UNIT and YEAR as indicated above.

23



3.6 Sorting Query Output

The numbers in the “Ord” column represent which fields your query is using to sort the output.
Unless you specify a specific sort order, the query will list the results in the order that the data is
retrieved from the database.

Let’s sort the output by the FUND_CODE field. From the Fields page press the Edit button for
the field to change sort order.

a Query Manager - Microsoft Internet Explorer _lo ZI

File  Edit view Fawvorites Tools Help ‘

WHBack -~ = - @ ot | @Search (3] Favorites @Med\a @ | %- S =t @

PeopleSoft.

=3

Mew Window | Help

| Recorgs ¥ cuery ) Expressions | Prompts ¥ Felds Y Criteria | Having | WiewSGL | Preview |

QueryName: SLO_GL_TRAINT_T Description: Training Guery

Wiew field properties, or use field as criteria in query staterment Reorder/ SUle

1-6cf 6 Last

Col Record.Fieldname Format  Ord Add Criteria  Edit Delete
1 ABUSINESS_UNIT - Business Unit Chara Business Unit % Edit |;|
2 AACCOUNT - Account Charlo Account % Edit |;|
3 AFUND_CODE - Fund Gode Chars Fund % Edit |;|
4 AFISCAL_YEAR - Fiscal Year MHum4.0 Fizcal ear % Edit | ;I
5 AACCOUNTING_PERIOD - Accounting Period Mum3.0 Period % Edit |;|
6 AFPOSTED_TOTAL_AMT - Posted Total Amount SNm2a.3 Total Amt % Edit | ;I

& save Save As MNew Query Preferences Properties News Union Q2 Return to Search

|&] Dore ’_’_ré_ & Internet 4

il start

IHEEE® € s >

| B8n| | | e 0] &30l 0] Frl[El0 ||y compue > NPAG 3 PEAGIOR MM 2a1em
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Specify sort order in the “Order By Number” field in “Order By” group box:

a uery Manager - Microsoft Internet Explorer =0 5'

File Edit Wiew Favorites  Tools  Help ‘
GBack + = - (D #at | Qzearch [GFavorites  (DMeda (% | S =

Address I@https:,l’,l’cmsdav-Fs.calstate.edu:44271psp1f85lostg,1J‘EMPLO\"EE,I’ERPJ‘C)’QUER\LMANAGER‘QUERY,MANAGER.GEL j @Gu Links >
PeopleSoft.

Home

(=13

Mew Window | Help

Edit Field Properties

Field Name: A FUND_CODE - Fund Code

) order By
Column: 3 Humhber: 1|

[T | Dexcondny
 NoHeading ' RFT Short Aggregate

& None
© Text " RFT Long C sum
Heading Text: © Count
|Fund © Min
*Unigue Field Name: © Max
JAFUND_cODE © fverage

0K I Caniel
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A “1” now displays in the “Ord” column for FUND_CODE. More than one field may be selected
for sort criteria. For example, you could sort the query by ACCOUNT within FUND_CODE.
When you select more than one field to sort by, the number displayed in the “Ord” column
indicates the sequence in which the fields are used to sort the output. For now, we are putting
this query in FUND_CODE sequence only.

NOTE: As the default, the system will sort the output in ascending order for the field. If you want
to sort the output in descending order, from the Field Properties dialog box, click the
“Descending” checkbox and it will sort the output in descending order (i.e. Z-A, 9-1, etc.) for that
field. If you choose to sort the output in descending order, a ‘D’ will be displayed in the “Ord”
column.

Save changes to query (optional) and rerun.

The modified sort order is shown in the resultant output:

g
File  Edit view Fawvorites Tools Help i
WHBack -~ = - @ ot | @Search (3] Favorites @Med\a @ | %- S =t @

Address I@ https:ficmsdey-Fs, calstate.edu: 4427 jpsp/faslostg_1/EMPLOYEE/ERP/c/QUERY_MANAGER  QUERY_MAMAGER. GEL o i
PeopleSoft.
=3
Mew\Window | Help =)
| Records ¥ cuery ) Ewpressions | Prompts Y Fields | Criteria | Having | viewSGL | Preview
Wiew Al | Rerun Query | Download to Excel [ 1-100 or 41868 [ Last
|| Buswossunt | Accoun | Funa | _ dscalvear | perou | Totaiamc | -
1 SLCMP BOGO0Z AD196 1999 9599 -2000.350
2 SLCMP BOEO0Z AD196 1999 9599 -9632.830
3 SLCMP GOGO0Z AL 96 19499 499 -3745 680
4 SLCMP GOG002 AD1 96 1999 eleke] -810.280
5 SLCMP GOG002 AD1 96 1999 eleke] -4960.880
B SLCMP GOG002 AD1 96 1999 peleke] -23089.270
7 SLCMP GOG002 AD196 1999 eleke] -T437.420
i SLCMP GOG002 AD196 1999 eleke] -20874.170
] SLCMP BOG002 AD196 1999 999 -9962.450
10 SLCMP 202026 AD196 2001 4 -364.500
11 SLCMP 201001 AL 96 2001 4 0.000
12 SLCMP GEO003 AD1 96 2001 3 0.000
13 SLCMP 403002 AD1 96 200 3 0.000
14 SLCMP GOG002 AD1 96 1999 peleke] -1968.060
15 SLCMP GOG002 AD1 96 1999 eleke] -16405.540
18 SLCMP GOG002 AD196 1999 eleke] -10465.850
17 SLCMP GOG002 AD196 1999 jeleke] -1813.310
18 SLCMP BOEO0Z AD196 1999 9599 -25109.060
19 SLFRM 601303 AD196 1999 12 32454.990 ﬂ
& oone [ & [@mene
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Activity #7 - Sort the query by FUND_CODE in ascending order. Follow the above example as a
guideline.
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3.7 Adding Fields

In order to expand our account and fund query, let's add the Posted Base Currency Amount. By
sorting the display of field names listed on the Query page in alphabetical order, it will be easy to
find the new field for the query.

Press the AZ button to display field names in alphabetical order:

a Query Manager - Microsoft Internet Explorer =0 5'

File Edit Wiew Favorites  Tools  Help ‘

P Back ~ = - @ £t | @Search [Fe] Favorites @Mad\a @ | %' = Ne|

PeopleSoft.

(=13
Query Name: SL0_GL_TRAINT_T Description: Training Query d
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add E

additional records by clicking the records tab. ¥hen finished click the flelds tab.
IChosen Records

Alias Record
= A LEDGER - Ledger Data Hierarchy Join ;I
Check All Fields | Uncheck All Fields |
Find  First
¥ BT aCCOUNT - Ascoumt Join GL ACCOUNT TBL- R
Accounts
¥ BT ACCOUNTING_PERIOD - Accounting Period Join CAL DETP TBL- Detail F
Calendar Perinds
[T B AFFILIATE - Affiliate % o
[T B AFFILIATE_INTRAT - Fund Affiliate %
O B AFFILIATE_INTRAZ - Operating Unit Affiiliate %
[T B ALTAGCT- Alternate Account Join ALTACCT THL - %
Alternate Account
O BASE_CURRENCY - Base Currency %
[ B BOOK_CODE-Book Code Join BOOK _CODE TBL- T
Bonk Code
[T BUDGET_REF - Budget Reference Join BUD_REF TBL- Budget %
Reference Tahle
v B BUSIMNESS_UNIT - Business Unit %
[T B CHARTFIELDM - Chartfield 1 Join CHARTEIELDY TBL- %
Chartfield1
[T B CHARTFIELDZ- Chartfield 2 Join CHARTFIELD? TBL- % 4|
|&] bore ’_’_E & Internet 4

iglstart

| © g @& * | 534 O] Ev @] 8] 610 @r| Brl[Ee | comuer » [N O PRADIOR DN 2m0em

Now that the fields are sorted alphabetically, find the POSTED _BASE_AMT field and click the
checkbox to select it.
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Save changes to query (optional) and rerun.

The new field is shown in the resultant output:

g
File  Edit view Fawvorites Tools Help ‘
WHBack -~ = - @ ot | @Search (3] Favorites @Med\a @ | %- S =t @

Address @https:,l’,l’cmsdev—Fs.calstate.edu:44271psp1f85l05tg_1J‘EMPLO\"EE,I’ERPJ‘C)’QUER\'_MANAGER‘QUERY_MANRGER.GEL j ﬁGo Links
PeopleSoft.
=3
Mew\Window | Help &
| Records ¥ cuery ) Ewpressions | Prompts Y Fields | Criteria | Having | viewSGL | Preview
Wiewy Al | Retun @uery | Download to Excel [ 1-100 of 28445 [¥] Last
-mmmm
1 SLFRM 202026 AD196 2001 -364 500 -364.500
2 SLFRM 305801 AD196 2001 4 364.500 364.500
3 SLFRM 660003 AD196 2001 4 0.000 0.000
4 SLCMP 202026 AD196 2001 12 364.500 364.500
5 SLCMP 305022 AD196 200 12 -364.500 -364.500
B SLCMP 305801 AD196 2001 12 -364.600 -364.500
7 SLFRM 305022 AD196 2001 12 165322936.060 165322935.050
i SLCMP 403002 AD196 2001 499 0.000 0.000
] SLCMP 403002 AD196 200m 999 0.000 0.000
10 SLFRM 3058022 AD196 2001 12 -1585322935.050 -155322935.050
11 SLCMP 305022 AD196 2001 12 364 500 364.500
12 SLCMP 305022 AD196 2000 12 -155322935.050 -155322935.050
13 SLFRM 403002 AD196 200 3 0.000 0.000
14 SLFRM 660003 AD196 2001 3 0.000 0.000
15 SLFRM 202026 AD196 2002 0 -364.600 -364.500
18 SLFRM 202026 AD196 2002 ] 364.500 364.500
17 SLFRM 305022 AD196 2002 0 364.500 364.500
18 SLFRM BEOOOZ AD196 2001 999 0.000 0.000
19 SLFRM 305022 AD196 2002 1] -364 500 -364.500 ﬂ
& oone [ & [@mene
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Activity #8 - Add the field POSTED_BASE_AMT to your query. Follow the above example as a
guideline.
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3.8 Changing Column Order

Often it is necessary to rearrange the order in which the columns display to achieve the desired
output. To change the column order, follow the steps below.

Navigation options for changing the column order:

e Press the Edit button to go to the Edit Field Properties page
e  Specify new column number in “Column” group box

OR

e Press the Reorder/Sort button

3 Query Manager - Microsoft Internet Explorer _lo 5'

File Edit Wiew Favorites Tools Help ‘
Bk ~ = - (D 7t | @ search  [Fovorites  EMedia (% | By S = K
fddress |@ https: femsder-Fs, calstate. edu; 4427 pspyfaslostg_1 JEMPLOYEE/ERP o/ QUERY_MANAGER, QUER'Y_MANAGER.GEL | @ |Links »

PeopleSoft.

EL3

Hotne:

Mew Window | Help

[ Recards Y Query ) Ewpressions | Prompts { Fields Y Criteria | Having ) ViewSGL  Preview |

Query Name: 5LO_sL_TRAINT_T Description: Training Query
View field properies, or use field as criteria in query statement. Reorder [ Sml
rize |Find | 38 First [4) 18015 (] Last
Col Record Fieldname Format Ord XLAT Agn Heading Text Add Criteria  Edit Delete
1 ABUSINESS_UNIT - Business Unit Chara Unit % Edit |;|
2 AACCOUNT - Accaunt Chart Aceaunt % Edit |;|
3 AFUND_CODE - Fund Code Chars Fund % Eat |[=]
4 AFISCAL_YEAR - Fizeal Year Num4.0 Year % Eat_|[=]
5 AACCOUNTING_PERIOD - Accounting Period Num3.0 Period % Edit |;|
6 APOSTED_TOTAL_AMT - Posted Total Amount SNm25.3 Total Amt % Edit | ;I
B save) Save Az Mew Query Preferences Froperies Blewe Union 2 Return to Search
@ -1 —

‘gl start

[EEO 2 & e | 580 @] o] op 20| we| Zelen |mooms * [ NEE S ERATOBON e
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Specify new column sequence numbers in the “New Column” fields, and specify FUND_CODE to
be displayed in column 1:

a Query Manager - Microsoft Internet Explorer _io ZI

File  Edit view Fawvorites Tools Help ‘

WHBack -~ = - @ ot | @Search (3] Favorites @Med\a @ | %- S =t @

F\ddressI@https:,l’,l’cmsdev—Fs.calstate.edu:4427,ipsp,if85lostg_1J‘EMPLO\"EE,I’ERPJ‘C)’QUER\"_MANAGER‘QUERY_MANRGER.GEL j ﬁGo Links
PeopleSoft.

=3

Mew Window | Help

Edit Field Ordering

Reorder columns by entering column numbers an the left. Calumns left blank or assigned a 0 will he automatically
assigned a number. Change the order by number by entering numbers on the right. To remave an order by number, leave

the field blank or enter a 0.

Edit Field Ordering i 1 B

[New Column Column Recordfieldname ~ Order By Descending New Order By
— 1 & BUSINESS_UNIT - Business Unit O 1
| 2 AAGCOUNT- Aceount D 1
[ 1 3 AFUND_CODE - Fund Code O 1
1 4 AFISCAL_YEAR - Fiscal Year | 1
|— 5 AACCOUNTING_PERIOD - Accounting Period O [
1 6 A.POSTED_TOTAL_AMT - Posted Total amount O 1

0K I Cancel
] [ & [@mene

il start
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Click “OK” to save the new column order and return to the Field page.
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Save changes to query (optional) and rerun.

Notice that the “Fund” is now located in column 1:

g
File  Edit view Fawvorites Tools Help ‘
WHBack -~ = - @ ot | @Search (3] Favorites @Med\a @ | %- S =t @

Address I@ https:ficmsdey-Fs, calstate.edu: 4427 jpsp/faslostg_1/EMPLOYEE/ERP/c/QUERY_MANAGER  QUERY_MAMAGER. GEL j ﬁGo Links
PeopleSoft.
=3
Mew\Window | Help &
| Records ¥ cuery ) Ewpressions | Prompts Y Fields | Criteria | Having | viewSGL | Preview
Wiew Al | Rerun Query | Download to Excel [ 1-100 or 41868 [ Last
|| Fua | Busnessumt | Accout | Fiscalvear | Perod | TotalAmt |
1 AD1498 SLCMP 101001 19499 12 181749.200
2 AD1499 SLCMP 101001 1999 12 100475280
3 BF1498 SLCMP 101001 1999 12 -1178.860
4 BF199 SLCMP 101001 1999 12 553313.750
5 CR198 SLCMP 101001 1999 12 3337.520
B CR195 SLCMP 101001 19499 12 219415220
7 FAOO1 SLCMP 101001 1999 12 21009610
i FCoot SLCMP 101001 19499 12 36.500
] HAOOS SLCMP 10100 1999 12 133.990
10 HAODGE SLCMP 101001 1999 12 210000
11 HARD1 SLCMP 101001 1999 12 43514 3490
12 HARD3 SLCMP 101001 1999 12 40062.000
13 Jeoo1 SLCMP 101001 1999 12 58675.920
14 JBRO1 SLCMP 101001 19499 12 40.000
15 Jooot SLCMP 101001 1999 12 28047800
18 JORO1 SLCMP 101001 19499 12 936.600
17 KADD1 SLCMP 101001 1999 12 31902.910
18 mMCoo1 SLCMP 101001 1999 12 -17719.400
19 mDooo3 SLCMP 101001 19499 12 -26538.390 ﬂ
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Activity #9 - Change the column order of the account/fund list, so that the fields are displayed in
the following order: Fund, Business Unit, Account, Fiscal Year, Period, Total Amount. Follow the
above example as a guideline.
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3.9 Aggregate Functions

An aggregate function allows the user to perform various predefined summary options such as
counting and averaging.

To establish an aggregate function, press the Edit button next to the field to which you are going
to apply the aggregate. This will take you to the Edit Field Properties page.

Select the radio button in the “Aggregate” group box for the aggregate function you wish to apply:

=
File  Edit view Fawvorites Tools Help ‘
WHBack -~ = - @ ot | @Search (3] Favorites @Med\a @ | %- S =t @ i
Address I@ https:ficmsdey-Fs, calstate.edu: 4427 jpsp/faslostg_1/EMPLOYEE/ERP/c/QUERY_MANAGER  QUERY_MAMAGER. GEL j ﬁGo Links
PeopleSoft.
=3

Mew Window | Help
Edit Field Properties

Field Name: A POSTED_TOTAL_AMT - Posted Total Amount

) — Order By
Column: a Number:

™ Descending

" HoHeading ' RFT Short

-~
© Text ' RFT Long IS ::nme

Heading Text: € Count

[5um Total amt € min

*Unigue Field Name:  Max

IA FOSTED_TOTAL_AMT  fverage

Lok | [ caa |

& E A
Shstar | | @ e e | BBk B @] me| &of B Zel[E0. ||mcoma > [N#E SPAADIGBOD  as9em

NOTE: In order to undo an aggregate function, follow the instructions above and choose the
radio button labeled “None”.

Additional information for using the Aggregate Functions will be provided in later sections of this
guide.
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SECTION 4

Using Selection Criteria

OVERVIEW

In this lesson you will learn how to specify selection criteria in a query. Selection criteria is used
to restrict the rows selected from the database when the query is executed. In addition, you will
learn how to create run-time prompts.

OBJECTIVES

By the end of this section, you will be able to:

e Create selection criteria
e Create run-time prompts
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4.1 Adding Selection Criteria

Criteria are used to select only specific rows of data from the database. Criteria can be
established from both the Fields and the Criteria pages.

Using our account/fund list as an example, you may want to create a listing of the accounts and
funds only for the current fiscal year. The query we created in the previous section gives us all
fiscal years. Let's now add selection criteria to the query.

Open the SLO_GL_TRAIN1_T query if it is not already open:

a Query Manager - Microsoft Internet Explorer _lo ﬂ

File Edit Wiew Favorites Tools  Help ‘

Back v = - (D #at | @zearch [GFavorites  @Meda (% | S = K

Address [&] https:jemsdev-Fs. cabtate .edui4427/psp|iBslosty_1 [EMPLOYEE/ERP/c/QUERY_MANAGER, QUERY_MANAGER. GEL | oo |Links @
PeopleSoft.

(=3

Home:

Mew Window | Help

[ Records ¥ Guery ) Ewpressions ¥ Prompts Y Fields Y Criteria ) Having | ViewSaL Y Preview |

QueryName: 51.0_GL_TRAINT_T Description: Training Guery
View field properties, or use field ag criteria in query statement. Rearder [ Sor‘tl
Custormnize | Find |" First 15 of § Last
Col Record.Fieldname Format Ord XLAT Agn Heading Text Add Criteria  Edit Delete
1 &FUND_CODE - Fund Code Chars Fund % Edit_|[=]
2 A BUBINESS_UNIT - Business Unit Chars Business Unit % Edit |;|
3 AACCOUNT - Account ChartD Account % Edit |;|
14 AFISCAL_YEAR - Fiscal Year NUm4.0 Fiscal Year % Eat |[=]
5 AACCOUNTING_PERIOD - Actounting Period Mum3.0 Period % Edit |;I
6 AFPOETED_TOTAL_AMT - Posted Total Amount GMNm28.3 Total Amt % Edit | ;I
(=S Save As e Query Preferences  Properies  Mew Union Q Retum to Saarch |
@ N —

Sstant| | 1] ©e e | 8l O @ g e o W] Zel[En |[v o ?[NEG SERACIO@OD  sim

Then navigate to the Criteria page by selecting the tab.

There are a couple of different ways to add criteria to a query.

e Click on the “funnel-plus” button in the “Add Criteria” column for the individual field for which
you want to add a criterion
e Gotothe Criteria page and press the Add Criteria button

Both of these approaches will take you to the Edit Criteria Properties page.
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Using the first method will auto-populate some fields for you (such as the Record and Field), and
is generally easier to follow. But, since the second method is more comprehensive we will show
that route here:

Navigating to the Criteria page we see:

a Query Manager - Microsoft Internet Explorer i ) ﬂ
File Edit Wiew Favorites  Tools  Help ‘
GBack + = - (D #at | Qzearch [GFavorites  (DMeda (% | S =
Address I@ https:ficmsdey-Fs, calstate.edu: 4427 jpsp/faslostg_1/EMPLOYEE/ERP/c/QUERY_MANAGER  QUERY _MAMAGER. GEL j @Gu Links >
PeopleSoft. — —
Home Sign out
(=13
Mew Window | Help
[ Records }  Query | Ewpressions | Prompts | Fields | Criteria Y Having | ViewSGL | Preview |
Query Name: 51.0_GL_TRAINT_T Description: Training Query
Add Criteria Mo ctiteria have been added yet.
B save) Save As Mew Guery Preferences Properties Mew Union QL Rstum to Search |
|&] bore ’_’_E & Internet 4

iglstart
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At this point, no criteria have been specified yet. Occasionally you will notice that some criteria
have been automatically specified for you—this is often the case when you are using a table that
is effective dated.
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4.2 Criteria Components

The Criteria page together with the Edit Criteria Properties page, allow you to define criteria
expressions to selectively retrieve information.

The following columns are present on the Criteria page (Expression 1, Condition Type, and
Expression 2 are also present on the Edit Criteria Properties page):

Component Definition

Logical Contains the Boolean operator that represents how the criteria rows are
evaluated. Blank for the first criteria, subsequent rows default to AND but can
be changed to OR.

Expression 1 Used to specify what you are comparing.
Condition Type State how your Expression 1 is to be compared with your Expression 2.
Expression 2 You can compare the Expression 1 to a constant, a field from another record,

an expression, a subquery, or values entered using a run-time prompt.

The buttons on the page are used to manipulate query criteria.

Button Definition

Add Criteria Add Criteria

Delete Remove existing criteria
Edit Edit existing criteria

Group Criteria Add or remove parentheses
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4.3 Entering Criteria
To enter criteria for the FISCAL_YEAR field, perform the following steps:
Press the Add Criteria button. This will take you to the Edit Criteria Properties page (you could

also click on the Funnel+ symbol on the FISCAL_YEAR line which would take you to the same
page, and automatically populate the Record Alias.Fieldname in Expression 1):

lgix]
File Edit Wiew Favorites  Tools  Help ‘
GBack + = - (D #at | Qzearch [GFavorites  (DMeda (% | S = i
Address I@ https:ficmsdey-Fs, calstate.edu: 4427 jpsp/faslostg_1/EMPLOYEE/ERP/c/QUERY_MANAGER  QUERY _MAMAGER. GEL j @Gu Links >
PeopleSoft.

(=13

Mew Window | Help

Edit Criteria Properties

© Field
" Expression

Record Alias.Fieldname:

Q

*Condition Type: I equalto 'I

 Field
" Expression ‘ Constant: Ql

' Constant
 Prompt
 Subguery

Ok I Cancel

[&]Done [ 8w

hstart ||| (] @ € e | B Ol Eq Ed ms| &1 8| Z¢[&%e |y Computer 2 [NBl & P AAIGID@ O sa7em

Let's add criteria to our query to select the current fiscal year.

Confirm the following:
e The “Field” radio button is selected in the “Choose Expression 1 Type” group box

e The Condition Type is set to “equal to”
e The “Constant” radio button is selected in the “Choose Expression 2 Type” group box
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Press the magnifying glass icon in the “Choose Record and Field” group box within the
“Expression 1" group box to bring up the Select Record and Field page:

File  Edit view Fawvorites Tools Help

a Query Manager - Microsoft Internet Explorer

=8|
E

WHBack -~ = - @ ot | @Search (3] Favorites @Med\a @ | %- S =t @

PeopleSoft.

=3

Select Record and Field

Select Record and Field
LEDGER - Ledger Data

ABUSIMNESS UNIT- Business Linit
ALEDGER - Ledoger
AMCCOUNT - Account

AALTACCT - Alternate Account
ADEPTID - Department
AOQPERATIMNG UNIT - Operating Linit
APRODUCT - Product

AFUND CODE - Fund Code
ACLASE FLD - Class Field
APROGREAM CODE - Program Code
ABUDGET REF - Budget Reference
AAFFILIATE - Affiliate

AAFFILIATE [NTRAT - Fund Affiliate

AMFFILIATE [NTRAZ - Operating Linit
Affiliate

ACHARTFIELD1 - Charffield 1
ACHARTFIELDZ - Chartfield 2
ACHARTFIELD3 - Chartfield 3
APROJECT D - Project

ABOOK CODE - Book Code

AGL ADJUST TYPE - Adjustrnent Type
ACURREMCY CD - Currency Code
ASTATISTICS CODE - Statistics Code
AFISCAL YEAR - Fiscal Year
AMCCOUNTING PERIOD - Accounting

Mew Window | Help ]

]

=
[ (S @

| B34 ] M @] 1e| €3d e Zrl[Ere

il start

FEEEEETE

|| vy Computer > NP B R BAEIR@EOT  sisem

Scroll down and click on the A.FISCAL_YEAR — Fiscal Year hyperlink
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You will be taken back to the Edit Criteria Properties page:

a Query Manager - Microsoft Internet Explorer =0 5'

File Edit Wiew Favorites  Tools  Help ‘

P Back ~ = - @ £t | QSearch [Fe] Favorites @Mad\a @ | %' = Ne|

Address I@https:,l’,l’cmsdav-Fs.calstate.edu:44271psp1f85lostg,1J‘EMPLO\"EE,I’ERPJ‘C)’QUER\LMANAGER‘QUERY,MANAGER.GEL j @Gu Links >
PeopleSoft. — —
lome avorites Sign out
=13

Mew Window | Help
Edit Criteria Properties

Choose Expression 1 Type

Choose Record and Field
Record Alias.Fieldname:

ﬂ AFISCAL_YEAR - Fiscal Year

© Field
" Expression

*Condition Type: I equalto 'I

Choose Expression 2 Type

 Field Define Constant

" Expression constant: | a

' Constant

 Prompt

 Subguery

QK I Cancel
L] Y T —
Astort] | @ e e | B o B @d ®p &1d e Ze[En ||y Computer 2 [ NPAG: S B RAIGBOD  sisspm

Enter the fiscal year you want to restrict the information to (for example, 2003) in the “Constant
field” within the “Define Constant” group box within the “Expression 2” group box.
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Press the OK button and you will be back on the Criteria page:

a Query Manager - Microsoft Internet Explorer
File Edit Wiew Favorites  Tools  Help

P Back ~ = - @ £t | @Search [Fe] Favorites @Mad\a @ | %' = Ne|

(=13

PeopleSoft.

[ Records " Query

Home

' Enpressions | Prompts |

Query Name:

SLO_GL_TRAINT_T

Add Criteria I Group Criteria |

Description: Training Query

Fields " Criteria {__ Having

Mew Window | Help

Y wiewsaL | Preview

First 1of 1 Last
Logical Expression1 Condition Type Expression 2 Edit Delete
I | AFISCAL YEAR-Fiscal Year equalto 2003 Edit | ;l
& save Save As Mew Query Preferences Propetties News Union 2 Retum to Search
|&] bore ’_’_E & Internet 4
Sstort ||| 1 [ @ & o 7| B3 O EM Ed | &1d 8¢ Te|[ETe
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Resave the query and run:

o
File Edit Wiew Favorites  Tools  Help ‘
GBack + = - (D #at | Qzearch [GFavorites  (DMeda (% | S =
Address I@ https:ficmsdey-Fs, calstate.edu: 4427 jpsp/faslostg_1/EMPLOYEE/ERP/c/QUERY_MANAGER  QUERY _MAMAGER. GEL j @Gu Links >

PeopleSoft. o
=13

Mew Window | Help &

[ Records }  Query | Ewpressions | Prompts | Fields " Crieia Y Having | ViewSGL | Preview

Wiy All | Rerun Guery | Download to Excel [4] 1-100 of 41958 [P Last

I S T T T

1 AD196 SLCMP 305022 2003 1} 364.500

2 AD196 SLCMP 305022 2003 1} -364.500

3 AD196 SLCMP 3058 2003 1} -364.500

4 AD196 SLCMP 305801 2003 o 364.500

i AD1 86 SLFRM 202036 2003 a -364.500

[} AD196 SLFRM 305032 2003 1} 364.500

7 AD196 SLFRM 202036 2003 1} 364.500

g AD1 96 SLFRM 305032 2003 1} -364.500

9 AD186 SLFRM 308801 2003 1} -364.500

10 AD196 SLFRM 305801 2003 1} 364.500

11 AD196 SLCMP 202026 2003 1} -364.500

12 AD196 SLCMP 202026 2003 o 364.500

13 AD19T SLFRM 305022 2003 1] 160151634.080

14 AD197 SLFRM 305032 2003 1} -160151634.080

15 AD18T SLCMP 305032 2003 1} 160151634.080

16 AD18T SLCMP 305032 2003 1} -160151634.080

17 AD188 SLCMP 305032 2003 1} 165420664.580

18 AD198 SLCMP 202027 2003 1} 8700.000

18 AD198 SLCMP 202027 2003 1} -8700.000 ﬂ
[E]pone [ e e
#start |J ] LR -] ”“m&l@ﬂ@l@ |JMndmputer N PR2ARG@®S s

NOTE: Notice that the output displays only rows with a Fiscal Year equal to 2003. In addition,
the output is sorted by Fund in ascending order.

Wildcards are also available in queries. The wildcard within PeopleSoft is %. For example, F%
will find any records beginning with a F, %F will find any records that end in an F.

Activity #10 - Add the criteria for FISCAL_YEAR 2003 in your query. Follow the above example
as a guideline.
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4.4 Condition Type/Expression Combinations

Each Condition Type uses specific expressions for the “Expression 2” group box.

Condition Type Expression 2

equal to constant

not equal to field

greater than expression

not greater than subquery

less than prompt

not less than

in list list

not in list subquery
between constant-constant
not between constant-field

constant-expression
field-constant
field-field
field-expression
expression- constant
expression-field
expression-expression

like constant
not like prompt
exists subquery
not exists

is null

is not null

in tree tree option
notin tree

NOTE: If you forget which expressions are associated with each condition type, after you select
which condition type you are using to define the criteria, the available options for that condition
type will appear in the “Choose Expression 2 Type” group box.
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4.5 Compound Selection Criteria

Often you will have to create a query that requires multiple selection criteria against one or more

fields. When you have multiple conditions, you must use one of the Boolean operators to relate
one criterion to another.

The operators available on the Criteria page are AND, OR, NOT, and parentheses. The
operators AND, OR, and NOT are used to show the relationship of one criteria row to another.
Parentheses are used to further define the relationship and define the order in which the criteria is
evaluated. If you do not use parentheses, the criteria is evaluated in the order listed.

Let's add criteria to qualify on BUSINESS-UNIT, ACCOUNT, and FUND_CODE in our query.

¢ From the Fields page, press the “Add Criteria” icon on the BUSINESS_UNIT line.

e Enter “SLCMP” into the “Constant” field within the “Define Constant” group box within the
“Expression 2" group box.

e Press the OK button.

Repeat the same steps for the ACCOUNT field and the FUND_CODE field using the constants of
“660003” and “MX024", respectively. Remember that when defining constants you can use the
look-up function (magnifying glass) to see the available constant fields.

Now our criteria looks like:

1=
File Edit Wiew Favorites  Tools  Help ‘
GBack + = - (D #at | Qzearch [GFavorites  (DMeda (% | S =
Address I@ https:ficmsdey-Fs, calstate.edu: 4427 jpsp/faslostg_1/EMPLOYEE/ERP/c/QUERY_MANAGER  QUERY _MAMAGER. GEL j @Gu Links >
PeopleSoft.

(=13

New Window | Saved

[ Records }  Query | Ewpressions | Prompts | Fields | Criteria Y Having | ViewSGL | Preview |

Query Name: 51.0_GL_TRAINT_T Description: Training Query
Add Criteria | Group Criteria |

Customize | Find \“ First 14 of 4 Last

Logical Expression1 Condition Type Expression 2 Edit Delete

I | AFISCAL YEAR-Fiscal Year equalto 2003 Edit | ;l

AMD | ABUSINESS_UNIT - Business Unit - equal to SLCMP Edit | ;I

AND | AACCOUNT - Accaunt equalto BE0003 Edit |;|

AMD | AFUND_CODE - Fund Code equalto X024 Edit | ;I

& save Save As Mew Query Preferences Propetties News Union 2 Retum to Search
& [ [ 15 [ meemet 4
dstart || il @ € @ *| B Ol =4 B = £1d 2| Zel[E0 ||y Computer > [N 5 BPRAGIGBOT  s10em
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Resave the query and rerun:

Io/x]
File Edit Wiew Favorites  Tools  Help ‘
P Back ~ = - @ £t | @Search [Fe] Favorites @Mad\a @ | %' = Ne|
Address@https:,l’,l’cmsdav-Fs.calstate.edu:4427,ipsp,if85lostg,1J‘EMPLO\"EE,I’ERPJ‘C)’QUERLMANAGER‘QUERY,MANAGER.GEL j @Gu Links >
Pe Ol:ﬂeSOft3 Home Sign out
(=13
Mew Window | Help
[ Records }  Query | Ewpressions | Prompts | Fields " Crieia Y Having | ViewSGL | Preview
| Rerun Query | Download to Excel [4] 1-5 of5 [¥]
[ f | Guwessuw | Moo | cavear | penod | Toam |
1 024 SLCMP 660003 2003 1 0.000
2 |MAHD24 SLCMP 660003 2003 2 TO110.660
3 |mHD24 SLCMP BE0003 2003 3 B675.070
4 024 SLCMP BEOOOZ 2003 4 46.080
5 |MRD24 SLCMP 660003 2003 i 83.580
B |MAD24 SLCMP 660003 2003 995 0.000
|&] bore ’_’_E & Internet 4
Sstor | 1 @ & e »| K Ol @M B 2] £1d 1 26 |1y computer »| NP > PRAGIOBON 611w

NOTE: Notice that the output now only displays information for Fund MX024 in Business Unit
SLCMP for Account 660003 in the 2003 Fiscal Year.

Activity #11 - Add the criteria for BUSINESS-UNIT, ACCOUNT, and FUND_CODE to your
query. Follow the above example as a guideline.
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4.6 Boolean Operators

When you need to use multiple fields or the same field more than once for selection criteria, the
operators of OR, NOT or parentheses may also have to be selected.

If you wanted to see the same information presented above for fund MX024, but did not want to
include any information related to BUSINESS_UNIT “SLCMP”, then follow these steps:

From the Criteria page, on the BUSINESS_UNIT line, change the value in the “Logical” drop-
down list from AND to AND NOT:

a Query Manager - Microsoft Internet Explorer _lo ZI

File  Edit view Fawvorites Tools Help ‘
WHBack -~ = - @ ot | @Search (3] Favorites @Med\a @ | %- S =t @
Address I@ https:ficmsdey-Fs, calstate.edu: 4427 jpsp/faslostg_1/EMPLOYEE/ERP/c/QUERY_MANAGER  QUERY_MAMAGER. GEL j ﬁGo Links

PeopleSoft.

Hotne

=3

Mew Window | Help

| Recorgs ¥ cuery ) Expressions | Prompts Y Fields | Criteria Y Having | WiewSGL | Preview |

QueryName: 51.0_GL_TRAINT_T Description: Training Guery

Add Criteria | Group Griteria |

First 1-4 of 4 Last

Logical Exzpression1 Condition Type Edit Delete
I | AFISCAL_YEAR - Fiscal Year equal to 2003 Edit | ;I
AMD NOT =] ABUSINESS_UNIT - Business Unit  equal to SLCMP Edit | ;I
AACCOUNT - Account equal to BEO003 Edit | ;l
H ~ FUND_CODE - Fund Code equal to X024 Edit |;|
Save As ey Clueny Preferences Froperies Blewe Union 12} Return to Search
@ RN

il start

IHEEE® € s >

| B8 | M @] me| &1d | Ze[ 20 |1y computer > [NPG S PBADIO@OD  sztem
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Rerun the query (don't save this time):

loix]
File Edit Wiew Favorites  Tools  Help ‘
P Back ~ = - @ £t | @Search [Fe] Favorites @Mad\a @ | %' = Ne|
Address I@ https:ficmsdey-Fs, calstate.edu: 4427 jpsp/faslostg_1/EMPLOYEE/ERP/c/QUERY_MANAGER  QUERY _MAMAGER. GEL j @Gu Links >
PeopleSoft.
(=13
Mew Window | Help
[ Records }  Query | Ewpressions | Prompts | Fields " Crieia Y Having | ViewSGL | Preview
| Rerun Query | Download to Excel [4] 1-30r3 [
R | Guwessuw | Moo | cavesr | penod | Toam |
1 024 SLFRM 660003 2003 2 TO110.660
2 |MAHD24 SLFRM 660003 2003 3 675.070
3 |mHD24 SLFRM BE0003 2003 4 46.080
|&] bore ’_’_E & Internet 4
start ||| @& e 7| B O B B me| £1d e Ze[Ee ||y Computer > [N 5 PRAIGID RO szzem

NOTE: Notice that the output now only displays the information related to Business Unit SLFRM
(which is the only other unit besides SLCMP in this case).

Now let’s modify the query to total the amounts in this account/fund for Business Unit SLCMP up
through the end of period 3.

e From the Criteria page, on the BUSINESS_UNIT line, change the value in the “Logical” drop-
down list back to “AND” from “AND NOT”

e From the Fields page, press the “Add Criteria” icon on the ACCOUNTING_PERIOD line

e Change the Condition Type to “Less than” and enter “4” in the “Define Constant” group box
within the “Expression 2” group box. In this way the query will only return information prior to
period 4 (i.e. periods 0 — 3).

e Press the OK button

e You will be returned to the Field page. Click on the edit button for POSTED_TOTAL_AMT
and choose the Aggregate function of “Sum”.

e Press the OK button
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Our criteria now looks like:

Query Manager - Microsoft Internet Explorer
File:

Edit Wiew Favorites Tools  Help

=10l x|

Back v = - (D #at | @zearch [GFavorites  @Meda (% | S = K

Address IEhttps:ﬁcmsdav-Fs.\:alstate.edu:442?,ipsp,if85lustg_1fEMPLOVEEIERPIE;’QUERV_MANAGER‘QUERY_MANAGER.GEL | @60 |Links »
PeopleSoft.

(=3

Mew Window | Help

[ Records ¥ guery ) Ewpressions ¥ Prompts Y

Fields | Criteria Y Having | “iewSaL ' Preview |

QueryName: 510 GL_TRAINT_T

Add Criteria I Group Criteria |

Description: Training Query

Logical Expression1 Condition Type E Delete
I | AFISCAL_YEAR - Fiscal Year equal to Edit | ;l
AND | ABUSINESS_IUMNIT- Business Unit  equal to Edit |;|
AND ~ | AACCOUNT - Account equalto BRO003 Edit | ;I
ANMD *| AFUND_CODE - Fund Caode equal to Mx024 Edit | ;I
Iﬁv AACCOUNTING_PERIOD - " —
G0 Accounting Period eselian 4 ﬂl —I
& save Save As Mew Query Preferences Propetties News Union 2 Retum to Search
|@ Dane lilil—éi &9 Internet v
Sstar | & & || 534 O B 3| 2| &1 3¢ Ze([Ene

|j wy Computer * | NP > BaB[AIDQ @@  s3spm
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And our Fields page now looks like:
1ol x|

File Edit Wiew Favorites Tools Help ‘
Bk ~ = - (D 7t | @ search  [Fovorites  EMedia (% | By S = K
fddress IEhttps:,l’,l’cmsdev-Fs.calstate.edu:442?jpspjfﬁslnstg_1J‘EMPLOVEEIERPJ‘(;’QLIERV_MANAGER‘QLIERY_MANAGER.GEL | @ |Links »

PeopleSoft.

Mew Window | Help

[ Recards Y Query ) Ewpressions | Prompts { Fields Y Criteria | Having ) ViewSGL  Preview |

Query Name: 5LO_sL_TRAINT_T Description: Training Query

View field properies, or use field as criteria in query statement. Reorder [ Sml

Col Record Fieldname Format Ord XLAT Agn Heading Text Add Criteria  Edit Delete
1 AFUND_CODE - Fund Code Chars 1 Fund % Edit |;|
2 ABUSINESS_UNIT - Business Unit Chara Business Unit ?l- Edit |;I
3 AACCOUNT - Accaunt Charin Aceount % Edit |;|
4 AFISCAL_YEAR - Fiscal Year Mum4.0 Fiscal vear % Edit |;I
5 AACCOUNTING_PERIOD - Accounting Period Num3.0 Period % Edit |;|
6 APOSTED_TOTAL_AMT - Posted Total Amount SNm25.3 Sum Sum Total Amt % Edit | ;I

B save) Save As New Query Preferences  Properies  Mew Union € Return to Search

@ - T —

‘gl start

Ia 2 8 @ | 13 5] B B =] &1 e 7[5 v coser > | NG S P BADIGBDS e
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If we run the query at this point, you will notice that the aggregate function does not appear to
have worked (all three periods are listed separately):

i
File Edit Wiew Favorites Tools  Help ‘
Back v = - (D #at | @zearch [GFavorites  @Meda (% | S = K
Address [&] https:jemsdev-Fs. cabtate .edui4427/psp|iBslosty_1 [EMPLOYEE/ERP/c/QUERY_MANAGER, QUERY_MANAGER. GEL | @60 |Links »

PeopleSoft.
=13

Mew Window | Help
[ Records Y Guery ) Ewpressions ¥ Prompts Y Fields ) Criteria ) Having | ViewSGL | Preview
| Rerun Query | Download to Excel [ 1-30r3 M

e ccoun | Fscorear | perod | SunToAm |

1 X024 SLCMP BEO003 2003 1 0.000

2 |MX024 SLCMP BEO003 2003 2 T0110.660

3 |MK024 SLCMP BEO003 2003 3 675.070
|@ Dane lilil—éi &9 Internet v
Histan|| 11 @ el @ > | 534 O B i =] 61d 8] Zel e 1y conpeter > NG S P BTG BOT 6o

The reason for this is that the column labeled “Period” constrains the Aggregate Function to
provide summary information only to the extent of each individual period listed here. In order to
summarize all periods, the “Period” column must be removed.

¢ On the Fields page, click the “-* button to remove the ACCOUNTING_PERIOD field so

that it does not show up in the results table. Note that this does NOT remove the criteria
which we have set up for the ACCOUNTING_PERIOD field.
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Save and rerun the query. The results should look as follows:
1ol x|

File Edit Wiew Favorites Tools Help ‘
Bk ~ = - (D 7t | @ search  [Fovorites  EMedia (% | By S = K

Address IEhttps:,l’,l’cmsdev-Fs.calstate.edu:442?jpspjfﬁslnstg_1J‘EMPLOVEEIERPJ‘(;’QLIERV_MANAGER‘QLIERY_MANAGER.GEL | @ |Links »
PeopleSoft.

Hotne:

EL3

Mew Window | Help

[ Recards ¥ Query ) Ewpressions Y Prompts Y Fields ' Criteria | Having | ViewSGL | Preview

| Rerun Query | Download to Excel [ 1-10r1 [

T T usmessunt—— 1 ccount | rsarvear | sumtoam |
1 WiH024 SLCMP 660003 2003 70785.730

(& oore [ (O @mere

Hstant| | @@ e | B e B 3 & £1d B Ze[en ||y computer > | NPAG: S P RATGBOD  sitopm
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4.7 Removing Criteria

Let's remove the criteria row for the accounting period. In order to accomplish this, follow the
steps listed below:

On the Criteria page, press the “Delete” button (“-“) on the ACCOUNTING_PERIOD line

The Criteria page will now look as follows:

a Query Manager - Microsoft Internet Explorer

=0
File Edit Wiew Favorites Tools  Help

Back v = - (D #at | @zearch [GFavorites  @Meda (% | S = K

Address I@ https:ffcmsdey-fs. calstate edu: 4427 jpspifaclostg_1/EMPLOYEE/ERP/c/GUERY_MANAGER , GUERY_MAMAGER.GEL ﬂ @Gn Links

PeopleSoft.

Home:

(=3

Mew Window | Help

[ Records ¥ Guery ) Ewpressions ¥ Prompts Y Fields | Criteria Y Having | ViewSaL | Preview |
QueryName: 510 GL_TRAINT_T

Add Criteria I Group Criteria |

Description: Training Query

Custamize | Find | First q-d of 4 Last

Logical Expression1 Condition Type Expression 2 Edit Delete

I | AFISCAL_YEAR - Fiscal Year equal to 2003 Edit | ;l

AND | ABUSINESS_IUMNIT- Business Unit  equal to SLCMP Edit |;|

AND ~ | AACCOUNT - Account equalto BRO003 Edit | ;I

ANMD *| AFUND_CODE - Fund Caode equal to Mx024 Edit | ;I

B save Save AS e Query Preferences Propeties Hew Union QL Return to Search |
|@ Dane lilil—éi &9 Internet v
Sstant|| 1] & & || 534 O B 3| 2| &1 3¢ Ze([Ene |y computer > NG S P RBATIOBOD o5

Activity #12 - Remove the criteria for ACCOUNTING_PERIOD. Follow the above example as a
guideline.
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4.8 Run-time Prompts

There are times when you may want to use a different value for a field each time the query is run.
An example of this might be a query where you have to specify different funds each time. A run-
time prompt allows you to enter a value for a specific field at the time the query is executed. This
eliminates the necessity of having many different queries that are virtually the same except for
one or more variables.

Run-time prompts are available for all expression types except is null and in tree, as well as their
negative counterparts. You can have multiple prompts in a query.

Let’s establish a run-time prompt on the FUND_CODE field.

e From the Criteria page
e Press the Edit button for FUND_CODE
e Select the “Prompt” radio button in the “Choose Expression 2" group box:

3 Query Manager - Microsoft Internet Explorer 13l x|
File  Edit view Fawvorites Tools Help ‘
WHBack -~ = - @ ot | @Search (3] Favorites @Med\a @ | %- S =t @

Address I@ https:ficmsdey-Fs, calstate.edu: 4427 jpsp/faslostg_1/EMPLOYEE/ERP/c/QUERY_MANAGER  QUERY_MAMAGER. GEL j ﬁGo Links

PeopleSoft.

=13
Mew Window | Help

Edit Criteria Properties

 Field
" Expression

Record Alias.Fieldname:

al AFUMND_CODE - Fund Code

*Condition Type: quualto 'l

 Field

© Expression Prompt: Q| NewPrompt Edit Prompt

' Constant

* Prompt

' Subguery

Ok I Cancel
|&] Dore ’_’_ré_ & Internet 4
iston]|| 2 @ e e~ 5S4 01 B 9 2] &4 B Zrlfee [ compte > (N7 0. > PEADIGBOS 7000

e Click on the New Prompt hyperlink in the “Define Prompt” group box within the “Expression
2" group box:
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3 Query Manager - Microsoft Internet Explorer i [ m) 5'
File Edit Wiew Favorites Tools Help ‘
Bk ~ = - (D 7t | @ search  [Fovorites  EMedia (% | By S = K
Address IEhttps:,l’,l’cmsdev-Fs.calstate.edu:442?jpspjfﬁslnstg_1J‘EMPLOVEEIERPJ‘(;’QLIERV_MANAGER‘QLIERY_MANAGER.GEL j @G0 |Links
PeopleSoft.
=13
Mew Window | Help

Edit Prompt Properties

Field Name: *Heading Type:

QA Funp_coDE RFTShort x|

“Type: Heading Text:

|Character =l [Fung

*Format; *Unigue Prompt Name:

[Unper | E:H

Lenugth: 5

Decimals:

*Edit Type: Prompt Tahle:

[ Promnt Table = Q| FunD_TBL

Ok I Cancel
& [ [S [ meemet 4

‘gl start

[ @ & @ || B4 0 B1 B =] &1d me| 2e[[eTe oy copter > NP2 > P RADIOBON e

Notice that the Edit Type dialogue box defaults to Prompt Table. This selection will only work if
your prompt field is a “key” in the table that you are querying. You may want to accept this
default and try your prompt since it is a simple process to edit the prompt properties if the field is
not a “key” and you receive a warning message.

If the prompt is not a “key” in the table you are querying, you will receive the following warning
message:

PeopleSoft.

(=13

Home Acdd to Favorites

Mewy Wind o

SLO_GL_TRAIN1_T

Fund:- @l
Ok | Cancel

Microsoft Internet Explorer x|
& Invalid value -- press the prompt button or hyperlink For a list of valid values (15,11)

The value entered in the field does not match one of the allowable values, You can see the allowable values by
pressing the Prompt butkon or hyperlink,
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In order to correct the prompt, click OK, click on the Cancel button, click the criteria tab and edit
the field you are prompting for. In the Define Prompt select the Edit Prompt hyperlink. Then in
the Edit Type dropdown list, choose No Table Edit.

PeopleSoft.

(=13

Add to Favorites

Tew iin dowy |

Edit Prompt Properties

Field Name: *Heading Type:
4l FuND_CODE [RFT short =]
*Type: Heading Text:
| Character =l [Funa
*Format: *Unigue Prompt Name:
[ unner =l ERER
Length: I 3
Decimals: I
*Edit Type: Prompt Table:

M5 Tabla Cdit Al FunND_TEL

QK I Cancel |

e Click the OK button.

NOTE: If you would like to change the run-time prompt heading, then click on the “Heading Type
drop-down list and select “Text”. Then enter the new heading in the “Heading Text” text box.
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e Then click OK again to save at Edit Criteria Properties level and return to the criteria page.

(Your prompt should now accept your input now when you run your query; but, keep in mind
that it will not perform a validation of your input.)

3 Query Manager - Microsoft Internet Explorer
File  Edit

Wiew Favorites Tools  Help

=181x|

Bk ~ = - (D 7t | @ search  [Fovorites  EMedia (% | By S = K

Address [(&] https: {fcmsdev-Fs.calstate. cdu: 4427 jpsp/faslostg 1 [EMPLOVEE/ERP/c/QUERY_MANAGER .QUERY_MANAGER.GEL | @ |Links »

PeopleSoft.

EL3

[ Recards Y Query

Mew Window | Help

| Ewpressions | Prompts | Fields
Query Name: SLO_GL_TRAINT_T

Add Criteria I Group Critetia |

| Criteria Y Having | WiewSQL Y Preview |

Description: Training Query

© | First (4] 1.4 of 4 [¥] Last
Logical Expression1 Condition Type ~ Expression 2 Edit  Delete
I ~| AFISCAL_YEAR - Fiscal Year equalto 2003 Edit | ;I
ANMD | ABUSINEZS_UNIT - Business Unit  equalto SLCMP Edit |;|
AMD > | AACCOUNT - Account equal to BEO003 Edit | ;I
AND ~| AFUND_CODE - Fund Code equalto al Edit | ;I
(S Save As Mew Query Prefarences  Properies  Mew Union QRetum to Saarch |
2] pore ’_’_E &0 Internst v
Htar || 1) @ @ @ » | 534 i EY @ 25| £1d W] Zel[eT

HMy Computer ”| N @ PRaADO@&@EW  norem
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Resave the query and rerun.

Enter FUND_CODE to search for (MX024) and press the View Results button:

a Query Manager - Microsoft Internet Explorer _io ZI

File  Edit view Fawvorites Tools Help ‘

WHBack -~ = - @ ot | @Search (3] Favorites @Med\a @ | %- S =t @
Address @https:,l’,l’cmsdev—Fs.calstate.edu:44271psp1f85l05tg_1J‘EMPLO\"EE,I’ERPJ‘C)’QUER\'_MANAGER‘QUERY_MANRGER.GEL j ﬁGo Links
PeopleSoft.

=13
Mew Window | Help

| criteria | Having | wiewSGOL | Preview

[ Records ¥ cuery | Expressions | Prompts | Fields

| Rerun Quety | Download to Excel 1101 M

[ | mna | Busmessumt | aAccot | Fscalvear | Sum Total Amt
1 |mxoza SLCMP BEOND3 2003 70915390

[ & [@meme
| 53+ ] B ] 1] &)d ] e 1y cenpuer » (NP4 5 PEADIGR@S 714

|@ Done
il start

Activity #13 — Build a run-time prompt on the FUND_CODE field. Follow the above example as
a guideline.

IHEEE® € s >
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SECTION 5

Creating a Simple Join

OVERVIEW

In this lesson you will learn how to create a query utilizing a simple join between two tables. This
technique is used when a query requires data that is not all contained in one place.

OBJECTIVES

By the end of this section, you will be able to:

e Create a query in which two tables are joined on common keys
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5.1 Joining Two Tables

Joining tables greatly extends Query’s reach by enabling the user to combine data from multiple
tables into a single query. For example, in the previous query we have been displaying in the
results table the account number that is being queried. However, we have no what of displaying
the description of that account in the results table because Account Description is not one of the
fields available in the Record that we are using. Therefore, we will need to join it with another
record that DOES contain the Account Description.

It is important to join on all common keys to prevent unexpected results and performance
problems.

Fortunately, Query does a lot of work for us. In the following example, the Query tool takes care
of joining on common keys for us.

e Use the existing account/fund query SLO_GL_TRAIN1 T
e Onthe Query page, click the Subquery/Union Navigation hyperlink, and choose Top Level

e Next to the field for ACCOUNT (uncheck the ACCOUNT box), click on the hyperlink for Join
GL _ACCOUNT_TBL - Accounts:

a Query Manager - Microsoft Internet Explorer _Io 5'

File Edit Wiew Favorites  Tools  Help ‘
P Back ~ = - @ £t | @Search [Fe] Favorites @Mad\a @ | %' = Ne|

Address I&j https:ficmsdey-Fs, calstate.edu: 4427 jpsp/faslostg_1/EMPLOYEE/ERP/c/QUERY_MANAGER  QUERY _MAMAGER. GEL j @Gu Links >

(=13
Query Name: SLo_GL_TRAINI _T Description: Training Query =
Working on selection: Top Level of Query Subguerglnion Navigation
Click folder nextto record to show fields. Check fields to add to gquery. Uncheck fields to rernove from guery. Add M

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

Alias Record
& & LEDGER- Ledger Data Hierarchy Jain ;I
Check All Fields | Uncheck All Fields |
v B BUSINESS_UNIT - Business Unit ?'-
M & LEDGER- Ledger %
M B ACCOUNT- Account %
[T B= ALTACCT- Alternate Account Join ALTAGCT THL - %
Alternate Account
" © DEPTID- Deparment dnin DEPT THL - %
Deparments
[T B OPERATING_UNIT - Operating Unit Join OPER UNIT TBL - %
Operating Unit
[ B PRODUGT- Product Join PRODUCT THL - %
Froducts
[ B FUMND_CODE - Fund Code Join FUMD TEL—FundTabIe?
[T B CLASS_FLD- ClassField Join CLASS CF THL- Class
of Trade Tahle
7 B PROGRAM_CODE - Program Code Join PROGRAM THL - %
Frogram Tahle
1 B oiimeCT OCC Dudant Dafarnnen .Inin AN BFF TAI - Audnet B ﬂ
& [ [5 [@ meemet Y
dstart || il @ € @ *| B Ol =4 B = £1d 2| Zel[E0 |1y computer > [NPA: @ PRBADID@E™  7atem
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Query Manager - Microsoft Internet Explorer =0 5[

File Edit Wiew Favorites Tools Help ‘
Bk ~ = - (D 7t | @ search  [Fovorites  EMedia (% | By S = K

Address IEhttps:,l’,l’cmsdev-Fs.calstate.edu:442?jpspjfﬁslnstg_1J‘EMPLOVEEIERPJ‘(;’QLIERV_MANAGER‘QLIERY_MANAGER.GEL | @ |Links »
PeopleSoft.

EL3

Mew Window | Help 2]

Records f Query | Ewpressions ' Prompts " Fields | Crifeia ) Having | WiewSQL § Preview |

Query Name: SLo_GL_TRAINT_T Description: Training Query

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from gquery. Add Qe
additional records by clicking the records tab. ¥hen finished click the flelds tab.
IChosen Records

Alias Record
A LEDGER - Ledger Data Hierarchy Jain ;I
= B GL_ACCOUNT_TBL- Accounts joined with AACCOUNT - Account Hierarchy Join ;I
Check All Fields Uncheck All Fields
T © SETID-setD Join 6P SETID MWOMw-
Sec W - TableSet ID's
P B= ACCOUNT - Accaunt %
7 B EFFOT- Effective Date %
I DESCR - Description %
O ACCOUNT_TYPE - Account Type Join ACCT TYPE THL- %
Account Tvpes
] EFF_STATUS - Status as of Effective Date %
O DESCRSHORT - Short Description %
[m} BUDGETARY_ONLY - Budgetary Only %
O BUDG_OVERRIDE_ACCT - Budget Override Account % ;I
[&) ’_’_E &0 Internst v

ifljstart |J

@ g @ ”| B Ol E @ 21 &1 2| 220 ||y Computer > [NBA: > PRAIGIGBO®  7izpm

e Select the ACCOUNT and DESCR fields
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The Fields page will look like:

Query Manager - Microsoft Internet Explorer i ) ﬂ

File Edit Wiew Favorites  Tools  Help ‘

P Back ~ = - @ £t | @Search [Fe] Favorites @Mad\a @ | %' = Ne|

PeopleSoft.

(=13

Mew Window | Help

[ Records }"  Query | Ewpressions | Prompts j°  Fields Y Crieria  y Having | ViewSGL i Preview |

Query Name: 510 _GL_TRAINT_T Description: Training Query
Working on selection: Top Level of Query Subguerylinion Mavigation
View field properies, or use field as criteria in query statement. Reorder/ SD”'
Col Record Fieldname Format Ord XLAT Agn Heading Text Add Criteria ~ Edit Delete
1 AFUND_CODE - Fund Code Chars 1 Fund % Edit |;|
2 ABUSINESS_UNIT - Business Unit Chars Business Lnit % Edit |;|
3 A FISCAL_YEAR - Fiscal Year Nurm4.0 Fiscal Tear % Edit |;|
4 APOEBTED_TOTAL_AMT - Posted Total Amount GMNm28.3 Sum Sum Total Amt % Edit | ;I
5 BLACCOUNT - Account Chartd Account % Edit | =1
6 B.DESCR - Description Char3n Descr % Edit |;|
& save) Save As e Query Preferences  Properties  Mewlnion L Retum to Search |
& [ [5 [@ meemet Y

Bstart| | @ & @ | B4 B B @ #e| &1 e | &1 (|1 conputer > [NPG S P AADIOBOD 732w
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For the B.ACCOUNT field, set up a new criteria for the account number that you wish to query
(660003). Edit the A. ACCOUNT field and set the Expression 2 Type equal to “field”, then choose
B.ACCOUNT for the Expression 2 field; this will link the Account from table A (Ledger Record) to
table B (Account Record).

a Query Manager - Microsoft Internet Explorer =0 5'

File Edit Wiew Favorites  Tools  Help ‘

GBack + = - (D #at | Qzearch [GFavorites  (DMeda (% | S =

AddressI@https:,l’,l’cmsdav-Fs.calstate.edu:4427,ipsp,if85lostg,1J‘EMPLO\"EE,I’ERPJ‘C)’QUERLMANAGER‘QUERY,MANAGER.GEL j @Gu Links >
PeopleSoft.

(=13

Home

Mew Window | Help

Edit Criteria Properties
Choose Expression 1 Type

Choose Record and Field
Record Alias.Fieldname:

© Field
" Expression

=] AACCOUNT - Account

*Condition Type: I equalto 'I

Choose Expression 2 Type

= Field
" Expression Record Alias.Fieldname:

Choose Record and Field

" Constant Q| BACCOUNT- Account
 Prompt
 Subguery

Ok I Cancel

[&]Done [ 8w

Bstor | X TR 21| &1d | 2+ [y o » NG 5 PRAGIOBDT 702w
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The Criteria page will look like (notice that B.EFFDT Effective Date was automatically added):

a Query Manager - Microsoft Internet Explorer

IOl
File Edit Wiew Favorites  Tools  Help

P Back ~ = - @ £t | @Search [Fe] Favorites @Mad\a @ | %' = Ne|

PeopleSoft.

Home

(=13

Mew Window | Help

[ Records }  Query | Ewpressions | Prompts | Fields | Criteria Y Having | ViewSGL | Preview |

Query Name: 51.0_GL_TRAINI_T

Description: Training Query

Add Criteria | Group Criteria |

Expression1 Condition Type Expression 2 Edit Delete

I | AFISCAL YEAR-Fiscal Year equalto 2003 Edit | ;l

AMD | ABUSINESS_UNIT - Business Unit - equal to SLCMP Edit | ;I

AND | AACCOUNT - Accaunt equalto BACCOUNT - Account Edit | ;I

AMD | AFUND_CODE - Fund Code equalto X024 Edit | ;I

AMD ~| B.EFFDT - Effective Date Eff Date == Current Date Edit | ;I

ANMD > | BACCOUNT - Account equal to BE0003 Edit | ;l

B save) Save As Iew Guery Erefarences Eroperties Mew Union Gy Retum to Search |
& [ [ 15 [ meemet 4
Sstart||| 1 @ & o 7| B3 O EM Ed | &1d 8¢ Te|[ETe ||y Compter = NP 5 P RASIGREOD 7906
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Save and Run the new query:

a Query Manager - Microsoft Internet Explorer =0 5'

File Edit Wiew Favorites  Tools  Help ‘

GBack + = - (D #at | Qzearch [GFavorites  (DMeda (% | S =

AddressIEhttps:,l’,l’cmsdav-Fs.calstate.edu:4427,ipsp,if85lostg,1J‘EMPLO\"EE,I’ERPJ‘C)’QUERLMANAGER‘QUERY,MANAGER.GEL j @Gu Links >
PeopleSoft.

(=13

Home Sign out

Mew Window | Help

[ Records }  Query | Ewpressions | Prompts | Fields " Crieia Y Having | ViewSGL | Preview

| Rerun Query | Download to Excel [4] 1-1 071 [

’1_ hx024 SLCMP 2003 70915390 BEOO003 Supplies and Services

&l [ B
Bt | @& e "B 23] £1d | Ze{[ETe [y conputer =[NP 5 P BADIOBOD 70

Notice that the proper description for account 660003 has been retrieved from the Accounting
Table and is now displayed in the results table.
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