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Lesson 1: Overview  
 

Discussion 
 

Query Manager is 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 and, if your security 

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 SA/HR version 8 

and need to continue to modify and write queries in version 9. 

 

The new path for the Query Manager is Reporting Tools > Query > Query Manager. 

 

New in Version 9 
ƻ New path ï Query Manager is accessed from the Reporting Tools menu, rather than the 

PeopleTools menu. 

ƻ Search for an existing Query ï Basic and Advanced searches are available. 

ƻ Action Tool ï 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 

ƻ Folders ï Folders may be created in which to store queries. 

ƻ Run page ï This page is added to the other 8 pages in the Query component pages. 

ƻ Find an Existing Record ï Basic and Advanced searches are available. In the search 

results, a link for Show Fields, rather than a folder icon, is available to view the fields in 

a particular record. 

ƻ Joins ï A prompt displays from which to select a Standard (any) join.  

ƻ Edit Field Properties ï The properties of Heading, Aggregate 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. 

ƻ Run a query from Search Results on the Find an existing query page ï Three options are 

available: Run to HTML, Run to Excel or Schedule. (The Schedule option is not 

available to most users.) 

ƻ Run a query from the Query component pages ï The Run tab is used. This is a new tab, 

which increases the number of tabs in the Query component from 8 to 9. The Run link is 

no longer available. 
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Objectives 
 

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

ƻ Search for an existing query, using the Basic and Advanced searches 

ƻ Open a query to edit 

ƻ Set query preferences 

ƻ Use the Actions tool in Search Results 

ƻ Copy an existing query 

ƻ Modify an existing query 

ƻ Print the query results 

ƻ Create a new query 

ƻ Select records for a query 

ƻ Join records 

ƻ Select fields 

ƻ Edit field properties 

ƻ Create and edit criteria  

ƻ Create and use prompts 

ƻ Set the query property of Distinct 

ƻ Save a query as public or private and use naming conventions 
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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 path than in PeopleSoft 

version 8, where the Query Manager was accessed through the PeopleTools menu. 

 

The Find an Existing Query page is displayed. You may search for a query using the Basic 

Search or the Advanced Search. The fields on this page are not case sensitive. 

 

The Basic Search locates queries by the beginning characters of the Query Name or the 

beginning characters of the queryôs Description. You only need to know the first few characters 

of the name or description in order to search. Although the Basic Search allows searching by 

Field Names and Record Names, it is not recommended that you use those options here. It is best 

practice to use those options in the Advanced Search in combination with other criteria. 

 

The Advanced Search provides multiple criteria to further limit the search for queries. 

 
As in PeopleSoft version 8, only 300 rows may be returned in Search Results. This is not a limit 

on query results rows (the answer to your query); it is only a limit on Search Results on the Find 

an Existing Value pages. 



Query Manager for Experienced Users ïVersion 9 The University of Akron 

 

Ver. 2008.08.12 Page 6 pstrain@uakron.edu 
These materials may not be reproduced in whole or in part without the express written permission of  

The University of Akron. 

 

Please see Appendix C for a list of sample queries that are representative of the questions that are 

asked by queries at The University of Akron. See Appendix A for information about naming 

conventions to follow when you save a query or need to locate a query written by someone else. 

 

Steps 
 

What you do What happens/notes 

1. Sign-in to PeopleSoft Student 

Administration/HR version 9 with the 

UserID and password that your instructor 

has given you. 

The home page of PeopleSoft is displayed.  

 
 

2. Select the following path to use the 

Query Manager: 

 
 Reporting Tools > Query > Query Manager 
 

The Query Manager ï Find an Existing Query 

page is displayed. 

  The search page defaults to a Basic Search. 

 

Use the Search by 

fields to locate an 

existing query. 



Query Manager for Experienced Users ïVersion 9 The University of Akron 

 

Ver. 2008.08.12 Page 7 pstrain@uakron.edu 
These materials may not be reproduced in whole or in part without the express written permission of  

The University of Akron. 

What you do What happens/notes 

3. If the beginning characters of the Query 

Name or Description are known, remain 

on the Basic Search page.  

a. Search by Query Name or 

Description by selecting at the down 

arrow. 

b. In the edit box of the Search by row, 

enter the beginning characters. 

 

If the beginning characters of the Query 

Name or Description are not known, 

proceed to step 4 to do an 

Advanced Search. 

 

 

4. To do an Advanced Search,  

click on . 

The Advanced Search page is displayed. 
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What you do What happens/notes 

5. Select the criteria to locate the query you 

need. The following selections are one 

example. 

 

In class, use the following criteria: 

a. Search by Description. 

b. Select a logical operator from the list 

at the down arrow.  

 

In class, select contains. 

c. In the edit box of the Description 

row, type the text that is a part of the 

queryôs name or description. 

 

In class, type emp. 

d. Select User for Query Type. 

Note the asterisk in front of the Query 

Type criterion. The asterisk indicates 

that a selection is required 

e. Select Private or Public for Owner. 

In class, select Public. 

The criteria  for your search are entered. 

 
 

 

 

 

The list of logical operators at the down arrow 

for the fields of Query Name through 

Folder Name are: 

 

6. Click  . The queries that match your criteria are 

displayed in the Search Results at the bottom of 

the page. 

 

 
 

 

The edit boxes 

are not case 

sensitive. 

The number of 

queries returned 

is given in the 

View Tools area. 

Less than 

Less than or equal to 

Equal to 

Greater than 

Greater than or equal to 

 

 

 

Not equal to 
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Task  
 

You need a query with a name that begins with upkr . Search for it. 

 

Leave the search results on your screen to use in the next lesson. 
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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, but you do not want the original query to be damaged 

accidentally. In these circumstances, you should copy the original query. 

 

Please let courtesy rule. Be cautious when using the work of others. Do no 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: 

Reporting Tools > Query > Query Manager 

The Query Manager search page is displayed. 

 

 
2. Select the criteria to locate the query you 

need. (See Chapter 2 for detailed 

instructions on using the Basic Search or 

the Advanced Search page.) 

 

3. Click  . The queries that match your criteria are 

displayed in the Search Results at the bottom of 

the page. 

 

At the end of the Task in Chapter 2, you had 

search results for Query names that begin with 

UPKR. 
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What you do What happens 

4. From the search results you received, 

click on the link of the query that 

you want to copy. 

 

In class, click on the   link for the 

query UPKR_COPY_QRY . 

The query is opened and the  

page is displayed. 

 

 

5. Review the available buttons and links at 

the bottom of the page. 

 

 

 

6. Click on the  link. 
The following page is displayed. 

 

 

7. At *Query Name, enter a name for the 

copied query. 

 

In class, name the query: 

UXXX_COPY_QRY 

(where XXX are your initials). 

Follow naming conventions, so that the query is 

easy to identify. See the Appendix for 

information on naming queries. 

8. OPTIONAL: 

Modify the Description as needed. 

 

In class, delete the description and enter 

your full  name. 

 

Fields, with an 

asterisk before their 

name, are required 

fields:  

Query, Query Type 

and Owner. 

Folder is a newly, 

available field.  
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What you do What happens 

9. OPTIONAL:  

At Folder, enter the name of a folder into 

which to save the query. 

NOTE: To create a new folder, enter the name. 

The Folder name is a property of the query.  

Use folders to help group and sort your queries. 

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, select Private. 

 

12. OPTIONAL: 

Enter a Query Definition for this query. 

 

In class, enter ñSample query to copy.ò 

 

13. Click  .  

14. In class, click . 
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Copy a Query to Another User 
 

In order to copy a query to another user, that userôs PeopleSoft ID must be known. 

 

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 displayed. 

 

 
2. Select the criteria to locate the query you 

need. (See Chapter 2 for detailed 

instructions on using the Basic Search or 

the Advanced Search page.) 

In class, search for a Query Name that begins 

with UXXX, where XXX are your initials. 

3. Click  . The queries that match your criteria are 

displayed in the Search Results at the bottom of 

the page. 

4. In the Search Results, click to mark the 

query to copy to another user. 

 

 
 

5. Click on the down arrow at Actions. A list of options is displayed. 

 
 

6. Select Copy to User. The list is collapsed and the selected Action is 

displayed. 
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What you do What happens/notes 

7. Click  . 
A prompt is displayed. 

 
8. Enter the PeopleSoft ID of the person to 

receive the copy of the query. 

In class, enter your actual PeopleSoft ID (not the 

training ID.) 

9. Click  
A message is displayed. 

 

 

10. Click  . 
The Search Results page is displayed. 
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Lesson 4: Query Properties  

Discussion 

The following items are considered Query Properties: 

ƻ Query Name 

ƻ Description 

ƻ Folder 

ƻ Query Type 

ƻ Owner 

ƻ Query Definition 

ƻ Distinct 

ƻ Last Updated Date/Time (read only) 

ƻ Last Update User ID (read only) 

 

To review or change any of the query properties, open the query to change and click on the 

 link 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 you 

need. (See Chapter 2 for detailed 

instructions.) 

 

2. Click  . The queries that match your criteria are 

displayed in the Search Results at the bottom of 

the page. 

3. Click on the  link for the query that 

you need to open. 

 

In class, use the query that you copied 

UXXX_COPY_QRY , where XXX are 

your initials. 

The Fields page is displayed. 

4. Click on the  link at the bottom 

of the page. 

The Query Properties page is displayed. 

New Query Property in 

version 9 
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What you do What happens/notes 

 

 
 

5. In the *Query edit box, you may 

review/change an existing queryôs name 

or you may enter a name for a new query. 

This field is required. 

 

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 the Description edit box, a brief 

explanation of the queryôs purpose can be 

entered. 

This is an optional field. 

 

The Description can be a maximum of 30 

characters. Upper and lower case are permitted. 

Spaces are permitted. 

7. In the Folder edit box, enter the name of 

the folder in which to store the query. 

A new folder is created if the folder name 

entered is new. 

8. Only the *Query Type of User is 

supported at this time. 

This is a required field that defaults to User. 

 

Do not change the value in this field. 

9. Click on the down arrow for Owner to 

select either Public or Private. 

Review the discussion of Public and Private 

Queries, which follows step 13, to ensure you 

make the appropriate choice. 
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What you do What happens/notes 

10. If you want to use the Distinct 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 more 

than one case.  

 

For example, if you select the Distinct property 

and two rows contain exactly the same data, 

only one row will appear in the query results.  

 

It will take longer for a query to run if you use 

the Distinct property.  

11. In the Query Definition  edit box, you 

may enter a more detailed description of 

the query than is allowed in the 

Description property. 

This field is optional. 

12. The Last Updated Date/Time property 

indicates the date and time that the query 

definition was last saved. 

This field is read only. It cannot be modified by 

the user. 

13. The Last Update User ID property 

indicates the name of the last user to save 

the query definition. 

This field is read only. It cannot be modified by 

the user. 

14. Click  to save any changes. 

OR 

Click  if you did not make any 

changes or do not want to save the 

changes. 

The Fields page is displayed. 
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Public and Private Queries 
 

When you save a query, you need to decide whether the query will be a Public or a Private 

query. Here are some items to consider. 

 

Public Queries 

ƻ It may be used by anyone with the appropriate security. 

ƻ If you want to use someone elseôs public query and make changes to it, make a copy 
for yourself, first. Then, modify only your own queries. 

ƻ Each query must have a unique name. 

ƻ Follow naming conventions, as outlined in Appendix A. 

ƻ If you save a query as a Public query, save a Private copy for yourself. This is helpful 

if the Public query is damaged or modified accidentally. 

ƻ 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 

ƻ It may be used only by the individual who created it. 

ƻ 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 

component pages, click on the 

 link at the bottom of the 

page. 

 
 

The Query Preferences page displays. 

  
 

2. Make any necessary changes.  

3. Click  to save any changes. 

OR 

Click  if you did not make any 

changes or do not want to save the 

changes. 

 

 

 

Name Style Specify how record and 

field names are displayed. 

Enable Auto Join Read the description and 

mark or unmark the 

checkbox. 

Enable Auto 

Preview 

Select to indicate that 

query preview should rerun 

each time you access the 

Run page. 

 

Unmarking the Enable Auto Preview option will maintain the 

query results on the  page until you select the 

link on the Run page. 
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 Lesson 6 : Creating a New Query  
 

Discussion 
 

Follow these steps to create a query: 

1. Select the records. 

2. Select the fields. 

3. Edit field properties. 

4. Add field criteria. 

5. Add expressions (if applicable). 

6. Run the query.  

7. OPTIONAL: Save the query. 

The pages available in order of their display: 

Page Comments 

Records Select the records (tables) to be included in the query. 

Query Select the fields to be included in the query.  

Displays the selected records (tables) in the query and the fields in those records. 

Add additional records by performing joins. 

Expressions Optional page that is used to add and edit expressions. Expressions represent a value 

and consist or at least one operand (such as B.FIRSTNAME or 1.03) and an operator 

(such as + ).  

Examples: A.ANNUALWAGE * 1.03 

  C.LAST NAME + ó, ó + C.FIRST NAME 

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

Run-Time prompts allow you to enter a value to satisfy the criterion for a specific field 

at the time that the query is run. The query results will include only those rows of 

information that 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 aggregate 

functions. 

Can delete a field from the query. 

Can select a field on which to set criteria. 

Criteria Displays the specific fields and values that will limit the rows of data that are returned. 

Can select any field (from the records included in the query definition) on which to set 

criteria. The field does not need to be included in the query results (on the Fields page). 

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 and 

Count.  

View SQL Displays the SQL SELECT statement that Query Manager creates after you create your 

query on the previous pages. 

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

Selecting the First Record 
 

What you do What happens/notes 

1. Enter the path to the Query 

Manager: 

 

Reporting Tools > Query > 

Query Manager 

 

 

The Query Manager ï Find an Existing Query page is 

displayed. 

 

 
 

or click on the  to create a new query. 

2. Click on the  link.  

 

OR 

 

If you already are working in 

Query Manager, click the

 link at the bottom of 

the page. 

The Records page is displayed. It is one of nine pages 

available for creating a query. Folder tabs are displayed 

for the other eight (8) pages in this component. 

 

 
 

Use the Records page to 

search for the records (tables) 

that you need. 

The  button takes you to the 

Find an Existing Query page, where you can 

locate an existing query. 
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What you do What happens/notes 

3. Search for the first record (table) 

that you need by entering criteria in 

the Search by row. 

 

In class, enter criteria to locate the 

records with Record Name begins 

with  STDNT. 

 

 

4. Click  . The records that meet the criteria are displayed in the 

Search Results area. 

 

  
 

5. In the Search Results, locate the 

record that you need. 

 

Use the scroll bar to view the 

results on a page. Use the View 

Tools to move to additional pages 

of search results. 

 

In class, locate the record: 

STDNT_CAR_TERM . 

   

The View Tools  

Click the  

link for the record you 

need. 

Click on the  link to 

expand the record and see a list of 

its fields. 
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What you do What happens/notes 

6. Click on the  for the 

STDNT_CAR_TERM  record. 

The Field list is displayed. Key fields are indicated 

with a Y. 

 

Use the Download tool  to send the field list to an 

Excel workbook. 

 
 

7. Scroll down to the bottom of the 

page to click on the  

 button. 

The Find an Existing Record page is displayed. 

8. Click on the  link for 

the appropriate record to select it. 

 

In class, select 

STDNT_CAR_TERM  . 

The Query page is displayed. The record that you 

selected is listed and is expanded to show all the fields 

within it. 

 

 
 

Note the instructions 

available at the top of 

this page. 
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Selecting the Fields 
 

What you do What happens/notes 

9. Click on the Folder icon  in front of 

the record name. 

The record is collapsed. The field names are no 

longer displayed. 

 
 

10. Click again on the Folder icon  in 

front of the record name. 

The record is expanded. The field names are 

displayed. 

11. Select the fields that you want for your 

query by clicking on the checkbox in 

front of the fieldôs name. 

 

In class, select the fields shown in the 

following screenshot. 

 

 

 
 

 

In class, select four 

fields: 

 

EmplID 

Acad_Career 

STRM 

Acad_Prog_Primary 

Click on the Sort 

tool to place the 

field names in 

ascending 

alphabetical order. 

Each record that you 

select is assigned an 

alias. The first record 

is A, the second 

record is B, etc. 
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Selecting Additional Records and Joining Records 
 

Discussion 

To use more 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 the Query Manager 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 called a join . A join enables you to retrieve data 

from two or more records. There are three 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 a record hierarchy join , a row or rows of data in one record may be related to a row or 

rows of data in a second record. This relationship is described as a parent-child relationship. 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 a  link in the row of a record, if there is a predefined 

record hierarchy involving that record.  

 

Click on the link to see the record hierarchy and select a record, if necessary.  

 
 

In a related record join, a field in one record is related to a row or rows 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 the field value for DeptID is 000850. In a second record 

(DEPT_TBL), an entire row defines the ID of 000850 as: 

Descr DeptID Eff Date 

Art 000850 07/14/2002  
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The DeptID field in the first record is related to an entire row in the second record. A link, 

such as , will appear to the right of a field name on the Query page, if there is 

a predefined relationship of a field in one record to a row in another record. 

 
 

Using Query Manager, you can create a join between two records, called an any join, by 

selecting your first record, defining its output fields and associated criteria, then returning to the 

Record page and selecting the second record.  

 

Joins can be modified on the  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 technically 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 an any join.  

 

What you do What happens/notes 

1. Click on the  folder tab to 

select another record. 

The Records page is displayed. 

 
2. Search for the next record (table) that you 

need by entering criteria in the Search by 

row. 

 

In class, enter criteria to locate the 

records with Record Name that begins 

with NAME . 

 

 
 

3. Click  . The records that meet the criteria are displayed 

in the Search Results area. 

 

4. In the Search Results, locate the record 

that you need. 

 

If necessary, use the scroll bar to view the 

results on a page. Use the View Tools to 

move to additional pages of search 

results. 

 

In class, locate the record (actually, a 

view): 

NAMES_SA_VW . 

 

 

 
 

5. Click on the  link for the 

record to select it. 

The Join Type page is displayed. 

 

This view, NAMES_SA_VW, will be replaced with 

SCC_NAMES_QVW in a future release of PeopleSoft. When 

creating a new query, use SCC_NAMES_QVW. 
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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 technical 

staff. 

7. Click on the record to be joined to the 

new record.  

 

In class, Stdnt_Car_Term is joined to 

Names_SA_Vw. 

The Auto Join Criteria page is displayed. 

 

 

8. Review the instructions on the Auto Join 

Criteria page. Then, make your 

selections. 

 

In class, joining the records by EmplID is 

correct.  

If you do not want to use this record and 

therefore do not want to join the two records, 

click  . You will be returned to the 

Query page. The last record that you selected 

will NOT be included in the query. 

 

If you need to create additional joins between 

these two tables, use the Criteria tab after this 

initial join is created. 

9. Click  . 
The join you specified on the Auto Join Criteria 

page is added to the Criteria page of the query. 

 

If the new record has effective dated records, the 

effective dated message seen below is displayed. 

 

 
 

If you do not see the Auto 

Join Criteria page, click on 

the link which 

appears at the bottom of most 

of the Query pages. On the 

Query Preferences page, 

click to place a checkmark in 

the  

checkbox. 
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What you do What happens/notes 

10. If the effective date message is displayed, 

click  to accept it. 

The Query page is displayed with the new 

record (view) open and the fields listed as shown 

on the next page. 

 

An effective date criterion is added to the 

Criteria page. When you are ready to review the 

criteria for the query, you may revise the 

criterion, if necessary. 

 

NOTE:  The joining of the 

STDNT_CAR_TERM record and the 

NAMES_SA_VW view has created two new 

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 the 

Records page, the type of join is called an any 

join . A row in one record is related to a row or 

rows in the second record by a key field that the 

records have in common. 

 

 
 

The second 

record is 

assigned the 

alias of B. 
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What you do What happens/notes 

11. Select the fields that you want for your 

query by clicking on the checkbox in 

front of the fieldôs name. 

 

In class, select the NAME  field. 

The NAME field displays the full name in the 

PeopleSoft format of 

LASTNAME,FIRSTNAME MIDDLEINITIAL  

 

If you wanted to see the name as FIRSTNAME 

in one column and LASTNAME in another 

column of the query results, you would select 

the LAST_NAME and FIRST_NAME fields. 
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Saving a Query 
 

In the PeopleSoft version 8, a query had 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 save your work 

periodically. 

 

What you do What happens/notes 

1. Scroll to the bottom of the 

page and click on  . 

The ñEnter a name to save this queryò page is displayed. 

2. Enter the Query Name, Query 

Type and Owner (Public or 

Private) as required. 

 

Enter a Description to help you 

to identify the query at a late 

time. 

 

 
 

3. Click  . 
The query is saved.  

 

Note that the query name and description (if you entered 

one) are displayed at the top of the page. 
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Step 3: Edit Field Properties 
 

In the Query 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 the Edit button  for a Field to change the 

field properties of: 

 Heading 

 Aggregate  

 Translate 

 

B. On the Fields page, use the Reorder/Sort button  to change 

the field properties of: 

 Column Number 

 Order By 

 

What you do What happens/notes 

1. Click on the  folder tab. The Fields page is displayed. 

 

 
 

 

 

Use the Edit 

button for a field 

to change the 

Heading, 

Aggregate or 

Translate 

properties of the 

field. 

Note that the field names include the alias for the record from which they originate. The 

fieldnames use the format Alias.Fieldname. 

Example: B.NAME is the NAME field in the second record (view), NAMES_UA_VW . 

Use the 

Reorder/Sort 

button to change 

the Column 

Number or 

Order By 

properties of the 

field. 
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What you do What happens/notes 

2. Verify that you have the Fields that you 

need. 

 

In class, the Fields page should look like 

the screenshot shown in step 1. 

To select additional fields from the records 

already included in the query, click on the 

 folder tab. 

 

To include additional records in the query from 

which to select fields, click on the  

folder tab. 

3. Change the column number of field 

number 5, B.NAME . 

a. Click . 

b. Locate the row for B.NAME. 

c. In the New Column, type a 2 (two). 

d. Click  . 

The Edit Field Properties page after the change 

in step 3b 

 
 

 

 

 

After clicking OK, the Fields page is displayed 

with your changes. 

 

 
 

If you do not want 

to make any 

changes, click on 

the Cancel button. 

The B.Name 

field is now the 

second column. 
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What you do What happens/notes 

4. Review the column labeled ñHeading 

Text.ò These are the labels that will 

appear at the top of each column in the 

query results. 

 

Change the Heading Text for field 5, 

A.ACAD_PROG_PRIMARY . 

a. Click  for that field. 

b. On the Edit Field Properties page, 

edit the Heading Text field by 

selecting the RFT Long option. 

c. Click  . 

The Edit Field Properties page after step 4b 

 
 

 

 

 

After clicking OK, the Fields page is displayed 

with your changes 

 

 
 

5. Change the sort order of the query, so 

that it sorts by B.NAME . 

a. Click  . 

b. Type the number one, 1 , in the New 

Order By box. 

c. Click  . 

The Edit Field Properties box in step 5b 

 
 

 

 

After clicking OK, the Fields tab is displayed. 

The Heading Text 

for column 5 is now 

Primary Academic 

Program. 

You may select the text 

option and then, enter 

the text of your choice in 

the Heading Text edit 

box. 

By default, the sort will be 

Ascending. Click to mark 

the Descending checkbox, 

if necessary. 

The Heading box offers four choices: 

ƻ No heading 

ƻ Text ï Displays any text you enter in 

the Heading Text edit box. 

ƻ RFT Short ï Displays the Record 

Field Table short name. 

ƻ RFT Long ï Displays the Record 

Field Table long name. 


