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Lesson 1: Overview

Discussion

Query Manageris accessed through the PeopleSoft SA/HR menu. The Query Manager allows
access to all the data stored in the PeopleSoft SA/HR database: historical, current and future.
You can run existing queries that use data to which you have security access amdsetyaty

level allows, you can create queries based on the data to which you have security access. Many
faculty and staff members only need to run existing queries.

This course is for UA employees who modified or wrote queries in PeopleSoft Sfidin 8
and need to continue to modify and write queries in vei&ion

The newpath for the Query Manager Reporting Tools > Query > Query Manager

New in Version 9

2 New pathi Query Manager is accessed from the Reporting Tools menu, rather than the
Peopldools menu.
2 Search for an existinQueryi Basic and Advanced searches are available.
2 Action Tooli This tool is available on the Find an Existing Query pages, when Search
Results are shown. Options include
- Add to Favorites
- Copy to User
- Delete Selected
- Move to Folder
- Rename Selected

2 Foldersi Folders may be created in which to store queries.

2 Run pagé This page is added to the other 8 pages in the Query component pages.

2 Find an Kisting Recordi Basic and Advanced searches are availdblthe search
results, a link foShow Fieldsrather than a folder icors available to view the fields in
a particular record.

2 Joinsi A promptdisplays from whicho select a Standard (any) join

2 Edit Field Properties The properties of Heading, Agggate and Translate still are on

the Edit button of the Fields tab. The properties of Column Number and Order By are
now on a new button named Reorder/Sort.

2 Run a query from Search Results on the Find an existing query gdgee options are
available:Run to HTML, Run to Excel or Schedule. (The Schedule option is not
available to most users.)

2 Run a query from the Query component pagéhe Run tab is usedhis is a new tab,
which increassthe number of tabs in the Query comporfenn 8 to 9.The Runlink is
no longer available.
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Objectives

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

Search foran existing queryusing the Basic and Advanced searches
Open a query to edit

Set query preferences

Use the Actions tool in Search Results

Copy anexisting query

Modify an existing query

Print the query results

Create a new query

Select records for a query

Join records

Select fields

Edit field properties

Create and edit criteria

Create and use prompts

Set the query property of Distinct

Save a quergs public or private and use naming conventions

NMMNMNMNMMNMNMNMNMNMMNMNMNNMMNMNMNMNDMNDND
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Lesson 2: Locate an Existing Query

Discussion

To locate an existing query, sign in to PeopleSoft and navigate to the Query Manager at:
Reporting Tools > Query > Query Manager This is a different patthan in PeopleSoft
version 8 where the Query Manager wasessed through the PeopleTools menu.

The Find an ExistinQuerypage is displayedou may search for a query using the Basic
Search or the Advanced Sear€he fields on this page are not casasstive.

TheBasic Searchiocates querieby the beginning characteod the QueryName orthe
beginni ng c¢har aescrptios. You bnly heedcto kpatve firsy févwscharacters
of the name or description in order to seadthough the Baie Search allows searching by
Field Names and Record Names, it is not recommended that you use those optidhs Herst
practice to use those options in the Advanced Search in combination with other criteria.

Query Manager
Enter any information wou have and click Search. Leave fields hlank for a list of all values.

Find an Existing Query | Create New Query

“Search By: | Query Mame x| beding with |

Search | Advanced Search

Find an Existing Query | Create Mew Cue

The Advanced Searchprovides multiple criteria téurther limit the search fajueries.

Query Manager
Enter any infarmation you have and click Search. Leave fields hlankfor a list of all values,

Find an Existing GQuery | Create New Que

Query Name: |begins with =] [

Description: |begins with =] [

Uses Record HName: | hegins with j |

Uses Field Name: | hegins with j |

Access Group Name: | hiegins with j | Q
Folder Name: |begins with = | [

'Query Type: = I User j'

Owner: = I j'

When using the IM or BETWEERM operators, enter comma separated values without quotes. i.e. JOB EMPLOYEE JRML_LM.

Search | Clear | Basic Search

Find an Existing Query | Create MNew Query

As in PeopleSoft version 8nty 300 rows may be returned SearchResults. This is nia limit
on query results rows (the answer to your query);ahig a limit on Search Results ¢he Find
an Existing Value pages.
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Please see Appendixfor a list ofsamplequeriesthat are representative of the questions that are
askedby queriesat The University of AkronSeeAppendixA for information about naming
conventions to follow when ypsave a query or need to locate a query written by someone else.

Steps
What you do What happengnotes
1. Sigrrin to PeopleSoft Student The home page of PeopleSoft is displayed
Administration/HRversion 9with the ORACLE'
UserID and password that yaastructor | [ e
has given you. e
2. Select the followingpath to use the The Query Managédr Find an Existing Query
Query Manager: page is displayed.
Reporting Tools > Query > Query Manager

The search page defaults tBasic Search

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

Find an Existing Query | Create Mew ety Use the Search by
fields to locate an

Search By: [[EIENINEE heding with existing query.
Search | Advanced Search
Find an Existing Query | Create New Query
Ver. 2008.08.12 Page6 pstrain@uakron.edu
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What you do What happengnotes

3. If the beginning characters of the Quen
Name or Descriptioare known, remain | -searchby: [asyrams besins it [UPRR
on theBasic Searchpage. [ Somh | asvanceq searcn

a. Search by Query Name or
Description by selecting at the dowr
arrow.

b. In the edit box of th&earch by row,
enter the beginning characters.

If the beginning characters of the Query
Name or Descriptioare not known,
proceed testep 4 to do an
AdvancedSearch.

4. To do anAdvanced Search The Advanced Search page is displayed.
click on Advanced Search

Query Manager

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

Find an Existing Guery | Create New Query

Cluery Hame: | heqins with |
Description: | hegins with J |
Uses Record Name: | hedins with J |
Uses Field Name: | hegins with J |
Access Group Name: | hegins with J | Q
Folder Hame: | hegins with J |
‘Query Type: = I User :l'
Owner: = I :l'
When using the IM or BETWEEM operators, enter comma separated values without quotes. i.e. JOBEMPLOYEE JRML_LM.
Search Clear Basic Search
Ver. 2008.08.12 Page7 pstrain@uakron.edu
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What you do
5. Select the criteria to locate the query y¢
need.The following selections are one

What happengnotes
Thecriteria for your search are entered.

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all walues.

e)(a.mplel Find an Existing QUery | Creale New Query
Query Name: [begins with =] |
. i i Description: | cantaing - |emp )i_
In class, use the following criteria: usesocoraname: [Frgmsvm =] |
H H Uses Field Name:  [beginswith  ¥| |
a. SearCh bpe‘scrlptlon. . Access Group Name: [begins with  ~| | Q

b. Select a logical operatérom the list | e  [wmeen = |

at the down arrow. oy i [e= B

Owner: Public =

When using the IN or BETWEEN operatars, enter comma separated values without guotes. i.e. JOB,EMPLOYEE,JRNL_LN.

Search Clear

Basic Search

In class, seleatontains

In the edit box of th®escription
row, type the texthat is a part of the
gueryds name or

In class, typemp.
SelectUser for Query Type.

The edit boxes
are not case
sensitive.

The list oflogical operatorsat the down arrow
for the fields of Query Name through

Note the asterisk in front of the Que| FolderName are:

Type criterion. The asterisk indicate = Less than
that a selection is reired == 'IEESS Ithan or equal to
e. Select Private or Public for Owner. | |, qual to
. = Greater than
In class, seled®ublic. ==

Greater than or equal to

thegins with
hetween
contains

in

not=

Not eaual to

The queries that match your criteria are
displayed in the Search Results at the bottom
the page.

6. Click | Search | |

Query Manager
Enter any infarmation you have and click Search. Leave fields blankTor a list of all values

Find an Bxisting Query | Create New Query

Query Name: [begins with =] [

Description: [contans =] [EmP

UsesRecordName:  [heginswith x| I

Uses Field Name: [beginswitn =] [

Access Group Name:  [beginswith =] [ The number Of

Folder Name: [begins with =] [ .

S  re— queries returned

ovmen: T is given in the

When using the IN or BETWEEN operatars, enter comrna separatad values without quates. V|eW TOOIS area.
Search Clear Basic Search
Search Results

‘Folder View: [~ allFolders-  ¥]

Check All Uneheck All

Select Query Name Descr

r EMPLIST EMPLIST Excel
T EMPLIST! emplist Public Edit HIML Excel Schedule
r HR3CO001_EMP_LIST HR3CO001-Emp List Public Edit HTML Excel Schedule
Ver. 2008.08.12 Page3 pstrain@uakron.edu
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3

Fo 3
Task Qﬁc

You need a queryith a name thabegins withupkr . Search for it.

Leave the search results on your screen to use in the next lesson.

Ver. 2008.08.12 Paged pstrain@uakron.edu
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Lesson 3: Copying an Existing Query

Discussion

There may be occasions when you want to modify a public query for your own use or you want
to modify one of your own private queries, lyou do not want the original query to be damaged
accidentally. In these circumstances, you should copy the origiea}.qu

Please let courtesy rule. Be cautious when using the work of diiere damage.

In PeopleSoft version 9, you may save a copy of a query for the private use of another
PeopleSoft user. You need to know his/her PeopleSoft ID.

Copy for Your Use

What you do What happens

1. Enter the path to the Query Manager | The Query Managesearcltpage is displayed.

Reporting Tools > Query > Query Manager

Query Manager

Enter any infarmation you have and click Search. Leave fields hlank far a list of all values.

Find an Existing Query | Create New Guery

“Search By: [{EIEENE hegins with

Search | Advanced Search

Find an Existing Query | Create New Guery

2. Select the criteria to locate the query y(
need.(See Chager 2 for detailed
instructions on using thiBasic Search or
the Advanced Search pape.

3. Click | Search | The queries that match your criteria are
displayed in the Search Results at the botton
the page.

At the end of the Task in Chapter 2, you had
search result®r Query names that begin with
UPKR.
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What you do What happens

4. From the search results you receive The query is opened and t." Fields
click on the B2 |ink of the query that | page is displayed.

you Want to Copy. Records Query Expressions Prompts Fields. Criteria Having View 5GL Fun
Wiew field pmpemas"nruse Tield ;s Griteria in query statement. - M‘
In classgclick on the E2 |ink for the e
queryUPKR_COPY_QRY . S e .- -
4 ASTRM- Term Chara % e =
5 A;,}z;}v\al)r;PROG,PR'IMARVV Primary Academic Chars i;;\clrg'aar&r/“i\tadamw 7‘ ﬂl EI
Bsave) Save As Blew Queny Prefe Properti Dlew Union
5. Review the available buttons and links
the bottom of the page.
Bl save Save Az Mews Quary Preferences Propedies Mewy Unian } Return to Search
. Save As The following page is displayed.
6. Click on the link.
Enter a name to save this query as:
‘Query: [uPKR_COPY_oRY Fields, with an

- Description: |19 copy In query class asterisk befor(_a their
Folder is a newly, | name, areequired

available field. [ Folder fields:
‘Query Type: | User = Query, Query Type
‘Owner: IPrivate 'I and Owner.
Query Definition:
=
=l
oK | Cancel |

7. At *Query Name enter aname for the | Follow naming conventions, so that the query
copied query. easy to identify. Setlhe Appendixfor

information on naming queries.

In class, name the query:

UXXX_COPY_QRY

(where XXX are your initials).

8. OPTIONAL:
Modify the Descriptioras needed.

In class, deletthe descriptiorand enter
your full name.

Ver. 2008.08.12 Pagell pstrain@uakron.edu
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What you do

What happens

9. OPTIONAL:
At Folder, enter the name afolder into
which to save the query.

NOTE: To create a new folder, enter the nam
The Folder name is a property of the query.
Use folders tdelp group and sort your querie
The folder that is created does not reside on
your local drive.

10.Leave *Query Type at the default of
User.

11.Click on the down arrow for *Owner to
select either Public or Private.

In class, seled®rivate.

12.OPTIONAL:
Enter aQuery Definitionfor this query.

| n c¢ | a sSample guery te copya

Enter a name to save this query as:

‘Query: |UPKR_COPY_aRY

Description: |Pam Rodehaver

Folder: I
‘Query Type: I User :I'

‘Owner: I Private j'

Cuery Definition:

Sample gquery to copy. ﬂ

=
Ok Cancel

13.Click |_OK
14.In class, click Q Retum to Search |
Ver. 2008.08.12 Pagel2 pstrain@uakron.edu
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Copy a Query to Another User

I n order to copy a

guery to another user, tha

What you do

What happens/notes

1. Enter the path to the Query Manager:

Reporting Tools > Query > Query Manager

The Query Manager search page is displayec

Query Manager

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

Find an Existing Query | Create New Query

“Search By:

begins with

Search | Advanced Search

Find an Existing Query | Create New Guery

2. Select the criteria to locate the query y(
need. (See Chapter 2 for detailed
instructions on using thiBasic Search or
the Advanced Search page.)

In class, search for a Query Name that begins
with UXXX, where XXX are your initials.

3. Click | Search |

The queries that match your criteria are
displayed in the Search Results at the bottom
the page.

4. In the SearclResults, click to mark the
guery to copy to another user.

Search Results

‘Folder View: |- All Folders - |
Check All Unchesk All ‘Action: [~ Choose— =] | 6o

Custorize | Find | iew &

I
Runto Runto

Select Query Name Descr Owner Folder Edit Schedule

HIML  Excel
H> F UPKR_GRYCLASS for exp users class vd Private Edit HTML Excel Schedule
[T UPKR_GRYCLASS_COPY for exp users class v Private Edit HIML Exel Schedule

5. Click on the down arrow dictions.

A list of options is displayed.

‘Action: | - &0 |

RS 21 to Favorites

der Copyto User Schedule
Delete Selected
Move to Folder Schedule

Rename Selected

6. SelectCopy to User

The list is collapsed and the selected Action i
displayed.

'Action:lCupytu Lser x| Go |

Ver. 2008.08.12 Pagel3 pstrain@uakron.edu
These materials may not be reproduced in whole or in part without the express written permission of
The University of Akron.



Query Manager for Experienced Users Version 9 The University of Akron

What you do What happens/notes

7 Click _%° A prompt is displayed.
User ID: |

Ol | Cancel |

8. Enter thePeopleSoft IDof the person to| In class, enter your actual PeopleSoft ID (not
receive the copy of the query. training 1D.)

9. Click "+ A message is displayed.

Microsoft Internet Explorer |

Ti‘ 1 queriels) were successfully copied to user ACEZ45F, (139,219)
L3
Mate: IF the target user does not have permission to access all the recards in & copied query, that guery will not

appear in the target user's lisk of queries, Once permission has been granted, the query will then appear in the list,
Contack ywour query security administrator Far Further assistance,

Th h Resul is displayed.
10. Click _ e Search Results page is displayed

Ver. 2008.08.12 Pagel4d pstrain@uakron.edu
These materials may not be reproduced in whole or in part without the express written permission of
The University of Akron.



Query Manager for Experienced Users Version 9 The University of Akron

Lesson 4: Query Properties
Discussion

The following items are considered Query Properties:
2 Query Name

Description

Folder New Query Property in
version 9

Query Type

Owner

Query Definition

Distinct

Last Updated Date/Tim@ead only)
Last Update User Iread only)

N N N N MM NN MMM

To review or cnge any of the query properties, open the gieechangeand click on the

Properies |ink that appears at the bottom of most of the pages in the Query Manager component.
The query properties may be changed at any time with the exception of the read only properties
of Last Updated Date/Time and Last Update User ID, which are for your information only.

Viewing or Changing Query Properties

What you do What happens/notes

1. Select the criteria to locate the query yq
need. (See Chapter 2 for detailed
instructions.)

2. Click | Search | The queries that match your criteria are
displayed in the Search Results at the botton
the page.

3. Click on the E4! Jink for the query that | 1€ Fields page is displayed.
you need to open.

In class, use the query that you copied
UXXX_COPY_QRY, where XXX are

your initials.
4. Click on the PIOREMES ik ot the bottom The Query Properties page is displayed.
of the page.
Ver. 2008.08.12 Pagel5 pstrain@uakron.edu
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What you do

| What happens/notes

Query Properties

‘Query: [UPKR_COPY_aRY

Description: IF'am Rodehaver

Folder: |
‘Ouery Type: IUser :Iv
‘Owner: I Frivate :I' I Distinct
Ouery Definition:
Sample gquery to copy. ﬂ
[ |
Last Updated Date/Time:  07/25/2008 1:55:54PM
Last Update User ID: ACEZEPR
[0]:8 | Cancel |
5. In the*Query edit box youmay This field is required.
review/ change an ¢
or youmay enter a name farnewquery. | The Query Name is uppercase and can be a
maximum of 30 characters. Spaces are not
permitted. An underscore can be used to
separate words or abbreviations within the
name. Example: UPKR_ADVISOR_JULY
6. In theDescription edit box, a brief This is an optional field.
explanation of t hg
entered. The Description can be a maximum of 30
characters. Upper anower case are permitted
Spaces are permitted.
7. In theFolder edit box, enter the name o A new folder is created if the folder name
the folder in which to store the query. | entered is new.
8. Only the*Query Type of User is This is arequired field that defaults to User.
supported at this time.
Do not change the value in this field.
9. Click on the down arrow fodwner to Review the discussion of Public and Private

select either Public or Private.

Queries which follows step 13p ensureyou
make the appropate choice.
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What you do

What happens/notes

10.1f you want to use thBistinct property,
click to mark its checkbox.

This field is optional.

Selecting the Distinct property will eliminate
duplicate rows of data from the query results.
Some queries will return the same row more
than once because it satisfies the query in m
than one case.

For example, iffou select the Distinct property
andtwo rows contain exactly the same data,
only one row will appeain the query results

It will take longer for a query to run if you use
the Distinct property.

11.1In theQuery Definition edit box, you
may enter a more detailed description ¢
the query than is allowed in the
Description property.

This field is optional.

12. TheLast Updated Datefime property
indicatesthe date and time that the quel
definition was last saved.

This field is read only. It cannot be modified t
the user.

13.TheLast Update User IDproperty
indicates the name of the last user to si
the query definition.

This field is read only. It cannot be modified kt
the user.

14.Click __9K_| to save any changes.
OR

Click __Caneel | jf you did not make any
changes or do not want to save the

changes.

The Fields page is displayed.

Ver. 2008.08.12 Pagel7 pstrain@uakron.edu
These materials may not be reproduced in whole or in part without the express written permission of
The University of Akron.



Query Manager for Experienced Users Version 9 The University of Akron

Public and Private Queries

When you save a query, you needlézide whether the query will be a Public or a Private
guery. Here are some items to consider.

Public Queries
It may be used by anyone with the appropriate security.

|l f you want to use someone el seb6s public
for yourself, first. Then, modify only your own queries.

Each query must have a unique name.
Follow naming conventions, as outlined in Appendix A.

If you save a query as a Public query, save a Private copy for yourself. This is helpful
if the Public query is@maged or modified accidentally.

2 You must have security to the records that are used in a query in order to see the
results. If you run a query and receive no results, one reason may be that you do not
have security to view the data.

Private Queries
2 It may be used only by the individual who created it.

2 In search results on the Find an Existing Query page, your private queries will be
listed first. Only you will see your private queries.
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Lesson 5: Query Preferences

What you do What happens/notes

1. With the Query open in the nine The Query Preferences page displays.
component pages, click on the

Ereferentes |ink at the bottom of the

page.
S Save A hew Query Preferences Propetti blew U
Query Preferences Name Style Specify how record and
‘Name Style: | Name and Deacription = field names are displayed.

Enable Auto Join Read the description and

¥ Enable Auto Join mark orunmark the

Q ill autormatically determine the join condit checkbox.
i UEWWIH Framatia dE Ermine tE.JDdeDr; mons " Enable Auto Select to indicate that
aryol whnen a new record component 15 adde ]I Preview query preview Sh0u|d et

™ Enable Auto Preview each time you access the

QK | Cancell \ Run page.

Unmarking the Enable Auto Preview option will maintain th

query results on th Run ' page until you select the
Eerun Guery link on theRun page.

Make any necessary changes.

3. Click __9K_]1to save any changes.
OR

Click _Cancel | if you did not make any
changes or do not want to save the
changes.
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Lesson 6 : Creating a New Query

Discussion

Follow these t&ps to create a query:

1. Select theecords.
2. Selectthefields.
3. Edit field properties.
4. Add field criteria.
5. Add expressions (if applicable).
6. Run the query.
7. OPTIONAL: Save the query.
The pages availabla order of their display
Page Comments
Records Select the records (tables) toiheluded in the query.
Query Select the fields to be included in the query.

Displays the selected records (tableshe queryand the fields in those records.
Add additional records by performing joins.

Expressions | Optional pagehat is used to add and edit expressions. Expressions represent a ve
and consist or at least one operand (such as B.FIRSTNAME or 1.03) and an oper
(such as +).
Examples: A.ANNUALWAGE * 1.03

C.LAST NAME + 6, 6 + C.FIRST N

Prompts Displays the prompts you have created. You may edit the prompts.

RunTime prompts allow you to enter a value to satisfy the criterion for a specific fi
at the time that the query is run. The query results will include only those rows of
information tha match the value entered at the prompt.

Fields Displays the selected fields for output in the query.

Edit field properties, such as column number, heading text, sort order and aggreg
functions.

Can delete a field frorthe query.

Can select a field owhich to set criteria.

Criteria Displays thespecific fields and values that will limit the rows of data that are return:
Can selectmy field (from the records included in the query definitiom)which to set
criteria. The field does not need to becinded in the query results (on the Fields pag
Can edit or delete criteria.

Having Displays the specific fields and values that will limit the data returned when an
aggregate function is used. Aggregate functions include Sum, Average, Max, Min
Count.

View SQL Displays the SQL SELECT statement that Query Manager creates after you creat
query on the previous pages.

Run Runs the guery (asks the question).
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Steps 1 and 2: Selecting Records and Fields

Selecting the First Record

What you do What happengnotes
1. Enter the path to the Query The Query Manager Find an Existing Querpage is
Manager: displayed.

Reporting Tools > Query >
Query Manager

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

Find an Existing Query | Create Mew Quety

“Search By: {0

Search I Advanced Search

*| begins with |

Find an Existing Query | Create Mew Quety

or click on the=BAEMEW QLB ) o aate a new query.

. Create Mew Query .
2. Click on the link.

OR

If you already arevorking in
Query Manager, click the

Hew QUENY |in at the bottom of

the page.

The Records page is displayed. It is oneioépages
available for creating a query. Folder tabs are disple
for the otheright(8) pages in this component.

[ PRecords Y Query | Ewpressions § Prompts Y Fields Y Criteria )" Hawing ) WiewSQL Y Run

Query Name: pew Unsaved Query Description:
‘Search By:  |Record Name =| begins with search for the records (tables
that you need.
Search | Advanced Search
ﬁSave) Save As ew Cuery Preferences FProperties Mewr Union Cl Return to Search
A
The i o Bl button takes you to the
Find an Existing Query page, where you cg
locate an existing query.
Ver. 2008.08.12 Page2l pstrain@uakron.edu
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What you do

What happengnotes

3.

Search for the first record (table)
that you need by entering criteria
the Search by row.

In class, enter criteria to locate thi
records with Record Namebegins

with STDNT.

Query Name: plew Unsaved Query

[ Records Y  Quey | Ewpressions | Prompts | Fields ) Criteria )" Having ) WiewSOL Y Run

Find an Existing Record

Description:

Search | Advanced Search

“Search By: IRecord Name 'l begins with |STDNT

4.

Click LSearch

Therecord that meet the criteria are displayed in thi
Search Results area.

[ Records Y Query | Ewpressions | Frompts " Fields Y Criteia Y Hawing ) WiewSQL Y Run

Query Name: plew Unsaved Query

Find an Existing Record

Description:

Search | Advanced Search

Search Results

Recname AddFeco
STONT_ADVISOR - Student Advisor Add Record Show Fields .
STDMT_ADWR_HIST - Student Advisor History Add Record show Fields€—— Click on the SN2%W FIelds |iny 1o
T expand the record and see a list of
its fields.

Customize | Find | “iew Al |.

“Search By:  |Recard Name x| beginswith  [STONT

The View Tools

need.

Click the Add Record
link for the record you

Search Results
5. In the Search Results, locate the
l Firsi
reCOYdth at yOU n eed . Recname Add Record
STONT_ADVISOR - Student Advisor Add Recard
STONT_ADVRE_HIST - Student Advisor History Add Record
1 STOMT_AGRMMNT - Student Agreements Add Record
Use the SCTO” bar to Vleme . STONT_AGRMMT_CR - Student Agreement Courses Add Record
results On a page Use the V|eW STDMNT_ATTR_DTL - Student Attribute Table Add Recard
.. STOMT_ATTR_VAL - Student Attribute Table Add Recard
Tools to move to add|t|0n$iages STONT_BLOCK_DTL - Student Enroliment Black Dt Add Record
STOMT_CAREER - Student Career Add Recard
Of SearCh reSU|tS STONT_CAREER_WW - Student Career view Add Record
STONT_CARTRM_\W - Student Careet Term Table View Add Recard
STONT_CAR_MLSTHN - Student Milestone Add Record
In C|ass |Ocate the r‘ecord : STOMT_CAR_SEQ - Student Career Sequence Add Record
! STONT_CAR_SRCH - Student Academic Program Add Record
STDNT CAR TER M . STONT_CAR_TERM - Student Career Term Table Add Record
- - STOMT_COMS_STAT - Student Consolidated Stats Add Recard
Ver. 2008.08.12 Page22 pstrain@uakron.edu
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What you do

What happengnotes

6. Click on the shawFields for the
STDNT_CAR_TERM record.

The Field list is displaye&ey fields are indicated
witha'y.

Use the Download tocﬂ to send the field list to an
Excel workbook.
Fields for record STDNT_CAR_TERM - Student Career Term Table:

First [ 1-124 of 124 [H Last

omize | Find | i
HKey Description
Y EMPLID- EmpliD
ACAD_CAREER - Academic Career
IMSTITUTION - Academic Institution
STREM- Term
REG_CARD_DATE - Registration Card Date
WITHDRAW_CODE - Withdrawal \ Cancel
WITHDRAW_REASOM - Withdrawal \ Cancel Reasaon
WITHDRAW_DATE - Withdrawal |\ Cancel Date
LAST_DATE_ATTENDED - Last Date of Attendance
STDMNT_CAR_MBR - Student Career Mbr
ACAD_PROG_PRIMARY - Primary Academic Program
ACAD_LOAD_APPR - Appraved Academic Load
ACADEMIC_LOAD - Academic Load
FA_LOAD - Financial Aid Load
ACAD_LEVEL_PROJ - Academic Level - Projected
ACAD_LEVEL_BOT - Academic Level - Term Start
ACAD_LEVEL_EOT - Academic Level - Term End
NSLDS_LOAM_YEAR - NSLDS Loan Year
OVRD_ACAD_LYL_PROJ - Override Projected Level
OVRD_ACAD_LYVL_ALL - Owverride All Academic Levels

- =

7. Scroll down to the bottom of the
page to click on the

Freturm | button.

The Find an Existing Record page is displayed.

Click on the 284Record iy ¢or

theappropriateecordto select it.

In class, select
STDNT_CAR_TERM .

Note the instructions
available at the top of

7

The Query page is displayed. Tteeordthat you
selected is listed and is expanded to show all the fie
within it.

[ Recards | CQuery | Expressions | Prommts | Fields | Criteria | Having | ViewSOL ) Run |

Query Name: New Unsaved Query Description:

Clickfolder nextta record to show fields. Checkfields to add to query. Uncheck fields to remove rom query. Add 4
aditional records by clicking the records tab. hen finished click the fields tak
Alias Record
= A STDNT_CAR_TERM - Student Career Term Table
checkal | UncheskaAl |

Higrarchy Join (=]

this page. o

5 EMPLID- EmpliD %
Eeople Search Yiew

7 B ACAD_CAREER- Academic Career Jin STONT CAREER- 7
Student Career

[T B INSTITUTION - Academic Institution Join INSTITUTION TEL- 7%
Institution Table

B STRM-Tem JoinTERM TBL-Term %
Definition Table

r REG_CARD_DATE - Registration Card Date @

[l WITHDRAW_CODE - Withdrawal L Cancel %

r WITHDRAW_REASON - Withdrawal \ Cancel Reason %

r WITHDRAW_DATE - Withdrawal | Cancel Date ?

[ LAST_DATE_ATTENDED - Last Date of Attendance %

r STONT_GAR_MBR - Student Gareer Nor %

r ACAD_PROG_PRIMARY - Primary Academic Program ?
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Selecting the Fields

What you do What happens/notes
9. Click on theFolder icon |E- in front of | Therecordis collapsed. The field names are n
therecordname. longer displayed.

[ Records y* Query Y Ewpressions | Prompts J  Fields  j Onteria J Having Y ViewSQL Y Run

Query Name: New Unsaved Query Deseription:

Click Tolder next to tecord to show flelds. Check fields to add to query. Uncheck fields to remove from query. Add 20
additional records by clicking the records tab. When finished click the fields tab
[Chosen Records

Alias Record

A STDNT_CAR_TERM - Student Career Term Table Hierarchy . Join =
B save) Save As Mew Query Preferences Properiies New Union QRetum to Search
10. Click again on thé&older icon in Therecordis expanded. The field names are
front of therecordname. displayed.

11. Select theiélds that you want for your
guery by clicking on the checkbox in
front of the fiel(

In class, select the fields shown in the
following screenshot.

[ Records }" Ouery \ Ewpressions § Prompts §  Fields  j Criteria Having ) WiewS0L ¥ Run Click on the Sort
tool to place the

Query Name: New Unsaved Query Description:

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add . fleld na_rnes n
additional records by clicking the records tah. When finished click the fields tab. aSCGndlng
[T b B alphabetical order,
Alia3~Record
= a HTOMT_CAR_TERM - Student Career Term Table Hierarchy Join E'
Check
= _ Each record that you
i 00 First ) 1-50 of 124 1 Last : :
. = select is assigned an
= i ~ . .
¥ EMPLID - EmpliD JomPEIPLE SHER- % alias. The first record
Feaple Search Vigw .
¥ B ACAD_CAREER - Academic Career Join STOMT CAREER - 4 IS A, the second
Student Career H
i Student Careet record isB, etc.
[T B INSTITUTION - Academic Institution Jain INETITUTION THL - % !
Institution Takle
F B STRM-Term Join TERM TBL - Term P
Definition Table
r REG_CARD_DATE - Registration Card Date T
I WITHDRAW_CODE - Withdrawal\ Cancel T In class, select four
I WITHDRAW_REASON - Withdrawal \ Cancel Reasan T fields:
- WITHDRAW_DATE - Withdrawal \ Cancel Date %
- LAST_DATE_ATTEMNDED - Last Date of Attendance %
2 EmplID
- STONT_CAR_MBR - Student Career Mbr +
Icd ACAD_PROG_PRIMARY - Primary Academic Program % Acad_Career
r ACAD LOAD APPR - Agnroved Academic Load k4 STRM
Acad_Prog_Primary
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Selecting Additional Records and Joining Records

Discussion

To usemore than one record (table), the records must be related to one another by a field or
fields that they have in common. Frequently, this relationship has been established (predefined)
in the system. When the relationship is predefined, you see it in g1y @anager component.

Links for a Hierarchy Join or a Related Record join are displayed with the record or field name.

Use of this relationship between two records is callggra. A join enables you to retrieve data
from two or more records. There dheee types of joins: record hierarchy, related record and any
join. These joins are equivalent joins. This means that only those rows with a match in the
related field appear in the query results.

In arecord hierarchy join, a row or rows of data in omecord may be related to a row or
rows of data in a second record. This relationship is described as aqialen¢lationship. A
row in the parent record must exist before the related row in the child record can exist. On the

Query page, there will be Higratchy Join |ink in the row of a record, if there is a predefined
record hierarchy involving that record.

{ Records ¥ oOuery Y Ewpressions ) Prompts Y Fields ) Criteria 7 Having  V viewSGL Y Run

Query Name: pew Unsaved Query Description:

Click folder nextto record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add 2o

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

Alias Record
= p STOMNT_CAR_TERM - Student Career Term Tahble I.Juin
Click on the link to see the record hierarchy and select a record, if necessary.

Select record for hierarchy join

[= PERSOMN-PERSOM record
[= STDMNT CAREER - Student Career
[= STDMT CAR TERM- Student Career Term Table
[= ACAD STOMG ACTM - Academic Standing Action
[= STDMNT SESSIOMN - Student Session Tahle
[= STDMT EMEL APPT - Student Appaintment Table

In arelated record join, a field in one record is related to a rowaws in another record.

This type of join is used frequently to obtain descriptive data about valid values. For example, a
row in one record may indicate that firdd value for BeptiD is 000850Q In a second record
(DEPT_TBL), an entire row defines the bf 000850 as:

Descr DeptIiD Eff Date
Art 000850 07/14/2002
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The DeptlDfield in the first records related to an entire rowin the second record. A link,
Join TEREM THL - Term

such as Definition Tahle , Will appear to the right of a field name on the Query page, if there is
a predefinedelationship of a field in one record to a row in another record.

Chosen Records

Alias Record

= & STDMNT_CAR_TERM - Student Career Term Table Hierarchy Jain E|
Checkall | UncheckAll |
Find | Wiew 100 First 4] 1.50 cf 124 I | ast
F B EMPLID-EmpID Join PEOFLE SRCH- %
Feople Search Wiew
¥ B= ACAD_CAREER - Acadernic Career Join STOMT CAREER - %
Student Career
I B= INSTITUTION - Academic Institution Join INSTITUTION TBL- 7%
Institution Table
W B STRM- Term Join TERM TBL - Term k4
Definition Table
[ REG_CARD_DATE - Reqgistration Card Date ?
r WITHDRAYW _CODE - wWithdrawal | Cancel %

— [

Using Query Manager, you can ate a join between two records, calledaany join, by
selecting youfirst record, defining & output fields and associated criteria, then returninigeto t
Record page and selecting the second record.

, . IF Criteria
Joins can be modified on t et page of the Query Manager component.

NOTE: When you search for a record on the Records page, the search results will consist of
records (tables) and views. Views differ teidaly from records. Views are created, usually
from multiple records, by database technical staff to make it easier to access data.
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Steps

In this lesson, you will join records using amy join.

What you do What happens/notes
. The Records page is displayed.
1' C“Ck On theﬂl f0|der tab to [ Records Y auery \[ExpvessmrE)Y F‘rgnmp(s V" Fields Ypomenay\( Having )" viewsaL }  Run |,
select anotherecord ey Hame: U S
Find an Existing Record
*SearchBy: [RecordName ] beginswith
Search | Advance d Search
Bsave) SaveAs New Query FPreferences Froperties New Union

2. Search for th@extrecord (table) that yol
need by entering criteria in the Search | oueryName: new Unsaved auery Description:
row. Find an Existing Record

‘Search By: |Record Marme *| begins with IName

Search | Advanced Search

In class, enter criteria to locate the
recordswith Record Namethat begins
with NAME .

3. Click LSearch_ Therecordsthat meet the criteria are displayec
in the Search Results area.

4. In the Search Results, locate tkeord

that you need. Search Results
E | Firs

Recname Join Record Sho s
T NAME1_ORDER_TBL - Marne arders for salu setup Join Record Show Fields
If necessary’ use the ScrO” bar to Vm MNAMEZ_CORDER_TBL - 3nd name orders for salu setup Join Record Show Fields
results on a page Use thew Tools to MAMES - Pergon Names Join Record Show Fields
.. NAMES_FERPA_%WW - FERPA Names Yiew Join Record Show Fields
move to add|t|0na| pages Of Search —p NAMES_SA_WWY - Various Employee Names Y Join Record Show Fislds
NAME_CURR_WA- Current Name Yw all types Join Record Show Fields
results. NAME_ORDER_TBL - Name Order Table Join Record  Shuw Fields
NAME_PARSE_TBL - Mame Parsing Join Record Show Fields
NAME_PREF[%_LNG - Related Lang - Mame Prefix Thi Join Record Show Fields
MNAME_PREFIX_TBL - Name Prefixes Join Recard Show Fields
| n Class’ Iocate thecord(aCtu al Iy’ a‘ NAME_SUFFIX_LMG - Related Lang - Mame SufiixThl Join Record Show Fields
VleW) NAME_SUFFIX_TBL - Name SuffixTable Join Record Show Fields
NAME_TYPE_TBL - Mame Type Table Join Record Show Fields
NAM ES SA VW . NAME_TYPE_\WV - Emplovee Name Types Join Record Show Fields

This view,NAMES_SA VW, will be replaced with
SCC_NAMES_QVW n a future release of PeopleSoft. Whe
creating a new query, uS«€C_NAMES_QVW.

5. Click on the 2UMEEEAD jiny for the TheJoin Typepage is displayed.
recordto select it.

Select join type and then record to join with NAMES_SA_VW - Various Employee Names Vw.

% Join to filter and get additional fields (Standard Join)
0 Jointo oet additional fields anly (Left outer join)

Custamize | Find | i First [4] 1of 1 [ Last

A=STDNT CAR TERM- Student Career Terrn Tahle

Cancel I

Ver. 2008.08.12 Page27 pstrain@uakron.edu
These materials may not be reproduced in whole or in part without the express written permission of
The University of Akron.



Query Manager for Experienced Users Version 9

The University of Akron

What you do What happens/notes

6. Select a Standard Join

Do not use the Left outer join option. That
option is available for the PeopleSoft technice
staff.

7. Click on the record to be joined to the | The Auto Join Criteria page is displayed.

new record.

In class, Stdnt_Car_Term is joined to
Names SA Vw.

Auto Join Criteria

ziery has detected the join conditions shown below,

IJse the checkboxes to unselect the criteria that wau do notwant to add ta the query and click
add criteria when done. The criteria added can ahways be modified later using the criteria

tah.
W AEMFLID - EmpliD = B.EMPLID - EmpllD

Add Criteria Cancel |

If you do not see the Auto
Join Criteria page, click on

the CIEMIENCES \w \which

appears at the bottom of mos
of the Query page®n the
Query Preferences page,
click to place a checkmark in

¥ Enable Auto Join

the
checkbox.
8. Review the instructions on the Auto Joi| If you do not want to use thigcordand
Criteria page. Then, make your therefore do not want to join the twecords
selections. click L€aneel | you will be returned to the
o | Query page. The lastcordthat you selected
correct.
If you need to create additional joins between
these two tablesise the Criteria tab after this
initial join is created.
_ Add Criteria | The join you specified on the Auto Join Criteri
9. Click . page is added to the Criteria page of the quer
If the newrecord haffective dated records, th
effective dated message seen below is displa
IMicrosoft Internet Explorer |
| & An effective date criteria has been automatically added For this effective dated record. (139,600
Ver. 2008.08.12 Page28 pstrain@uakron.edu
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What you do What happens/notes

10.If the effective date message is display| The Query page is displayed with the new

. . record(vi n and the fields li ho
click {0 accept it ecord(view) open and the fields listed as sho

on the nexpage

An effective date criterion is added to the
Criteria page. When you are ready to review t
criteria for the query, you may revise the
criterion, if necessary.

NOTE: The joining of the
STDNT_CAR_TERMrecordand the
NAMES_SA VW view has created tweew
criteria. The first is for the join of EmplID to
EmplID. The second is for the effective date.

When you select each of the two records on t
Records page, the type of join is calledaay
join. A row in one record is related to a row ot
rows in thesecond record by a key field that th
records have in common.

[ Records  {" Query Y Ewpressions ¥ Prompts " Fields Y Criteria f Having " ViewSQL Y Run

Query Name: Mew Unsaved Guery Description:
Click folder next to record to show fields. Check fields to add to guery. Uncheck fields to remave from query. Add el
additional records by clicking the recards tah. When finished click the fields tab.
Chosen Records
Alias Record
A STDNT_CAR_TERM - Student Career Term Tahle Hierarchy Join =
AMES?SA?W\f-Various Employee Names W Hierarchy Join =
ECRE wheskal | The second
Find | Wiew All First [4] 1.25 of 25 L7] Last record is
M 5 EMPLID-EmplD Join PERSONAL DATA- % assigned the
FPERSOMAL DATA for Rpting .
[T B= NAME_TYPE- Type of Mame + alias of B.
™ B EFFDT- Effective Date T
- COUNTRY_MM_FORMAT - Format Using %
- NAME - Mame %
r MAME_IMITIALS - Name Initials %
r NAME_PREFI% - Marme Prefix Join NAME PREFIX TBL- T
MName Prefixes
r NAME_SUFFIX - Mame Suffi Join NAME SUFFIX TBL- %
MName SufixTable
- NAME_ROYAL_PREFIX - Mame Royal Prefix JoinNM_ROYPREF GBL- %
Ger Mame Royal Pref Table
- NAME_ROYAL_SUFFIX - Name Royal Sufiix JoinNM_ROYSUFF GBL- %

MLD Mame Roval Suff Table
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What you do What happens/notes

11. Select the fields that you want for your | The NAME field displays the full name in the
guery by clicking on the checkbox in | PeopleSoft format of
front of the fi el ¢LASTNAME,FIRSTNAME MIDDLEINITIAL

In class, select thidAME field. If you waned to see the name as FIRSTNAMI
in one column andASTNAME in another
column ofthe query results, you would select
the LAST_NAME and FIBT_NAME fields.
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Saving a Query

In thePeopleSoftrersion § aqueryhad to be saved before it could be.run
In version 9, a query may be run without saving it.

Although, we are not ready to run the query in class, it is a good idea to sawveoylour

periodically.

What you do

What happens/notes

1. Scroll to the bottom of the
page and click oi B save)

The AENter a name to save

2. Enter the Query Name, Query
Type and Owner (Public or
Private) as required.

Enter a Description tbelp you
to identify the query at a late
time.

Enter a name to save this query:

‘Query: |UPKR_GRYCLASS

Description: |f0r exp users class w4

Folder: |

‘Query Type: I User :IY
‘Owner: I Private =]

Query Definition:

Ok | Cancel |

3. Click .

The query is saved.

Note that the query name and description (if you entere
one) are displayed at the top of the page.

[ Records f  Ouwery Y Ewpressions ¥ Prompts Y Fields " Criteria Y Hawing Y ViewS@L  Run Y

Query Name: PKR_QRYCLASS

Description: for exp users class va
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Step 3 Edit Field Properties

In theQuery Manager in version 8, the Edit button was used to edit the field properties of
Column Number, Order By, Heading, Translate and Aggregate.

In the Query Manager in version 9, this process is changed.

A. On the Fields page, use tBdit button % for a Fidd to change the
field properties of:

e Heading
e Aggregate
e Translate

@ B. On the Fields page, use tReorder/Sort button Reorder/ Sort| 1 change

the field properties of:

e Column Number

e Order By
What you do What happengnotes
1. Click on thel__F188 1 folder tab. The Fields page idisplayed.
Use the
/ Records Y Quer Y Expressions Y Prompts |} Fields Y Criteria | Hawing | ViewSQL ) Run Reorder/Sort
Query Name: UPKR_QRYCLASS Description: for exp users class v bUtton tO Change
the Column
view field properties, or use field as criteria in query staternent, Rearder / Sort ) Number or
Custornize | Find | view All | B8 First (4 15015 [ Last OrderB
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria Edit Delete y
1 AEMPLID - EmpliD Charl1 D R Edit | [=] properties of the
2 AACAD_CAREER - Academic Career Char4 Career R Edit | [=] field.
3 ASTRM- Term Chard Term cfi Edit E|
4;;\.g(;gDrHPROGfPHIMARY-PrlmaNAcademlc hars Prim Prog @ Eat | =] Use the Edit
5 B NAME - Name Chars0 Name ? m’ﬁ button for a field
to change the
Bsave] Save As MewQuery  Preferances  Praperies  NewUnion QuRetum to Search) Heading
Aggregate or
Translate
properties of the
field.

Note that the field names include the alias for the record from which they originate. Th
fieldnames use the formaAtias.Fieldname
Example: B.NAME is the NAME field in the second record (view), NAMES_UA VW .
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What you do

What happengnotes

2. Verify that you have the Fields that you
neel.

In class, the Fields page should look lik
the screenshot shovim step 1

To select additional fields from the records
already included in the query, click on the

[ BUeY folder tab.

To include additional records in the query fror

which to select fields, click on tki  Fecards
folder tab.

3. Change theolumn number of field
number5, B.NAME .

Click Rearder f Sart )

a.
b. Locate the row for B.NAME.

c. Inthe NewColumn type a2 (two).
d

Click o<1

The Edit FieldProperties page after the chang
in step 3b

Edit Field Ordering

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

the field blank or enter a 0

Edit Field Ordering Customize | Find [Viewal | B First 4 15.0r5 [ Last
New Column Column Record.Fieldname Order By Descending New Qrder By
[ 1 AEMPLID - EmpliD r |
| 2 AACAD_CAREER - Academic Career | [
[ 3 ASTRM-Tam r |

4 AAGAD_PROG_PRIMARY - Primary Acadernic Frogram r —

@ 5 BINANE - Name r |

0K Cancel

If you do not want
to make any
changes, click on
the Cancel button.

After clicking OK, the Fields page is displayec
with your changes.

/ Records ) Query Expressions | Prompts | Fields Y Criteria

Y Having ) WiewsS@L ) Run

Query Name: UPKR_GRYCLASS Description: for exp users classvd

View field properties, or use field as criteria in query staterment.

Reorder i Sort

Customize | Find | | ] First 1] 1-5of § [ Last
Col Record.Fieldname Format Ord XLAT Aga Heading Text Add Criteria Edit Delete
1 AEMPLID - EmpliD Charl1 [n] R Edit | =
The B.Name
2 B.MAME - Name Chars0 Marne % Edit |2 —— . .
field is now the
3 AACAD_CAREER - Academic Career Chard Caraer 4 Edit | =
second column.
4 A STRM - Term Chard Term % Edit | =
AACAD_PROG_PRIMARY - Primary Academic .
Pragram Chars Prim Prag ? Edit | [=]
& =) Save As ew Query Preferences Properties ey Union L Retum to Search
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What you do What happengnotes

4. Reviewthec ol umn | a b el ¢ The Edit Field Properties page after step 4b
Text. o0 These are f

. Edit Field Properties
appear at the top of each column in the P

query results. Field Name: A ACAD_PROG_PRIMARY - Primary Academic Program
Change thédeading Textfor field 5, " No Heading " RET Short :E:None
A.ACAD_PROG_PRIMARY. £ Text 6 o
a. Click E3lfor that field. i*:'f“"gﬂ Text: C Min
. . . FIrm Fra
b. On the Edit Field Properties page, — nim m:k\ ;Max
edit the Heading Texield by [RAGAD_PRO5 PRI Average
selecting thdRFT Long option I_ N I
. QK C |
c. Click L2« 1, — You may select the text
option and then, enter
The Heading box offers four choices: the text of your choice in
2 No heading theHeading Textedit
2 Texti Displays any text you enter in box.

the Heading Text edit box. L . .
2 RFT Short Displays the Record After clicking OK, the Fields page is displayec

Field Table short name. with your changes
2 RFT Longi Displays the Record
Field Tablelong name.

TheHeading Text
for column 5 is now

Primary Academic
© <+ Program.

5. Change theort order of the query, so | The Edit Field Properties box in step 5b
that it sorts by B.NAME .

a. Click :
b. Type the number on4,, in theNew
Order By box.

c. Click 9«1, / Q

By default, the sort will be
Ascending. Click to mark
the Descendingcheckbox,
if necessary.

After clicking OK, the Fields tab is displayed.

Ver. 2008.08.12 Page34 pstrain@uakron.edu
These materials may not be reproduced in whole or in part without the express written permission of
The University of Akron.



