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Q = Shortcut 0 =Advice 0: Caution

The PeopleSoft Query is an end user reporting tool that allows you to

extract precise information from the PeopleSoft database without

having to write SQL code.
PeopleSoft Query

Database Elements: 1. Database Elements

* Tables (Records): Tables are composed of columns and Query Manager

rows. These tables are called Records in PeopleSoft. . Query Manager Provides

. Methods to Obtain Info
. Navigation
. Search By

1
* Columns (Fields): Columns are single pieces of information | 2
3
4
5. Action
6
7
8

for each row, they are the fields (Headers) in the database.

* Rows (Field Data): A row contains all the information for a
unique combination of key values on the table, they are the

data that is contained in the fields. - Other Page Features

. Manager Pages

* Keys: Keys are one or more columns of a table that make . SQL View Basics

each row unique from the other.

Query Manager

Query Manger is the administrative area in PeopleSoft where you can build, search for, organize and
edit queries.

Query Manager Provides:

®* The ability to run queries from a Web interface

* The ability to easily retrieve user-requested information
* The ability to easily access and modify existing queries
* The option to export data to various report types

Figure 1
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Navigation

1. Select Reporting Tools > Query >
Query Manager (Figure 1). 2
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Search By

You can Search by Query Name, Description, Record Name, Field Name, Access

Group Name, Folder Name, Query Type and Owner (Figure 2, 1).

You can conduct smart
searches by typing in a
few letters in the begins
with box and clicking
Search (Figure 2, 2).

Action

There are five different
Action options available
after you get the results
of your search. Click on
the Select box (Figure 2,
3) of the particular query.
From the Action drop-
down (Figure 2, 4) choose

Figure 2

ORACLE’

* Compensation

& Time and Labor

L Payroll for Morth America
- Payroll Inferface

[ Warkforce Development
¢ Organizational Development
[ Enterprise Leaming

[ Workforce Monitoring

[ Pension

I Campus Community

¢ Student Recruiting

[ Student Admissions

> Records and Enroliment

& Currlculum Managemeze
> Financial Aid
- Student Financials
[ Academic Advising!
J¢ Contributor Redation
i St Up HRME

i Set Up SACR

(* Enterprise Components
[ Worklist

[ Tree Manager
> Reporting Tools

]

Query Manager
Enter any information you have and click Search,
Find an Existing Query | Create New Query

“Search By: |Query Name
Search | Advanced Search

Search Results
\Folkder View: | Al Folders - 'l
Check All Uncheck All

begins with

ve flelds blank for a list of all values.

S

PSPING_QUERY
PS_AD_ACT_CPTESTIN
PS_AD_ACT_CPTESTO2
PS_AD_ACT_CFTESTO3
PS_AD_ACT_CFTESTO4

FaopleSaft Fing Query
Create Prospect 01
Create Prospect 02
Create Prospecl ACT 03
ACT Create Prospects 04

to Add to Favorites,

Quiiat bakder Delete Selected sl
e Bename Solaeg _| 528542
Public Edit HTML Excel Schedyle
Public Edit HIML Excel Schedule
Public

Edit HTWL _Excel Schedule

Copy to User, Delete
Selected, Move to Folder or Rename Selected.

Other Page Features:

* Folder View: Displays queries by folder name
® Select: Select this check box to flag a query for an action.

®* Check All and Uncheck All: Click these buttons to select or deselect all queries that are in

the search list.
® HTML: Select this link to run a query to HTML format.
e Excel: Select this link to run to Excel.

* Schedule: Select this link to access the Process Scheduler Request Page and set particular

date and time to run the query.

Query Manager Pages

The pages of Query Manager enable you to tailor queries to retrieve data that is specific. There are 9
tabs that bring you to each of the pages. The most frequently used tab is the Fields tab.

Eg’:‘;‘mﬁ%mmgm Check Al | Uncheck All | “Action: [~ Choose - - &I
FAge] e
[T PSPING_QUERY PeopleSoft Ping Query Public Edit HTML Excel Schedule
[T PS_AD_ACT_CPTESTON  Create Prospect 01 Public Edit HTML Excel Schedyle
[M  PS_AD_ACT_CPTESTOZ Creale Prospect 02 Public Edil HIML Excel Schedyle
[T PS_AD_ACT_CPTESTO3  Create Prospect ACT 03 Public Edif HIML Excel Sthedule
b PEmvision [ PS_AD_ACT_CPTESTO4  ACT Create Prospects 04 Public Edif HTML Excel Schedule
E A [T PS_AD_AP_CPTESTOM AP Craate Prospect Query 1 Public Edit HTML Escel Schedyle
i PeopleTaols [T PS_AD_AP_CPTESTOZ AP Creale Prospect Guery 2 Public Edil HIML Excel Scheduls
E PI o = PS_AD_GMAT CPTESTO1 GMAT Create Pros Testil Fublic isil HTML ixisl ﬁih:iwi

* Records: Select the records to use in the query. You must select at least one record before
you can create and save a query (Figure 3).
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®* Query: Select the fields that you need for the query. You must select at least one record
before you can create and save a query( Figure 4).
* Expressions: Create formulas to use with the query (Figure 5).
* Prompts: Create runtime prompts (drop-down , look up or text fields) (Figure 6).
* Fields: View, edit sort, and reorder fields that appear in a query (you can access most of the
other areas from the Fields page (Figure 7).
* Criteria: Filter data to retrieve only those rows that you need to see (Figure 8).
* Having: Create criteria for fields that use aggregate functions (Figure 9).
* View SQL: View the SQL that is generated when the query is created (This SQL can be cop-
ied into other programs if needed) (Figure 10).
* Run: View the results of the query (Figure 11).
Figure 3 Figure 4
Records | GQuery | Expressions | Prompts | Fields ) Criteria ) Hawing )" Viey | Records |~ oOuwery Y\ Evpressions ) Prompts | Fields ) Criteria ) Having | ViewSaL )
Query Name: NG_ACADEMIC_CALENDAR Description: Academic Calendar by Session Query Name: NG_ACADEMIC_CALENDAR Description: Acadernic Calendar by Session

Find an Existing Record

“Search By: Record Name v| beging with | Chosen Records
Gearth o " Alias Record

Search Results

Too many items met your search criteria. Only the first 300 items displayed.

31 A ACAD_CALSES_TBL- Academic Calendar Session Tol
[ETN-] SESSION_TBL - Session Definition Table joined with A SESSION_CODE - Session

Click falder nesd to record o show fields. Check fields to add 1o query. Uncheck fields 1o remaove from query. Add R4
additional records by chicking the récords tab. When finished click the fields tab.

ngfﬂf nr Qin 3
Hisrarchy Join =

Add Criteria Edi

Delete

1 AINSTITUTION - Acadernic Instiution Chars Institution % Edt_|[=]
2 AACAD_CAREER - Academic Career Chard Career b4 Edit | =
3 AACAD_CALENDAR_ID - Arademic Calendar Chard Calendar b4 Edit | =
4 ASESSION_CODE - Session Char3 Session % Edit I =
5 B.SESS_BEGIN_DT- Session Beginning Date Diate Begin Date % Edit | =
6 B.SESS_END_DT - Session End Date Date End Date % Edit | =
7 B.CENSUS_OT - Census Date Date Census Dt h 4 Edit I =
& save Save Az Dew Query Breferences Eropedies Mew Union QL Ratum te Saach
Figure 8

Records | @Query Y Ewpressions ' Prompts | Fields )" Criteria  {_ Hawing " WiewSGL | Run

Query Name: nG_ACADEMIC_CALEMDAR

Add Criteria Mo criteria have heen added yet

& save Save As Mew Query Preferences Froperiies Iew Union

Description: Academic Calendar by Session

Q) Return to Search

Expand All Records | | Collapse All Records |
AAP_THL - Affirmative Action Plan Table Join Recorg hiow Figl B save Save As Mew Query Preferences Properies Hew Union LR
Figure 5 Figure 6
' Expressions | Prompts ) Fields ) Criteria | Records ) Query ) Expressions | Prompts Fields Criteria ) Having
Cuery Name: 1o_ACADEMIC_CALEMDAR Description: Academic Calend, Query Name: NG_ACADEMIC_CALENDAR Description: Academic Calendar by Session
I Add Expression I Mo ions have been defined yat, Add Prompt No prompts have been defined yet
B save. Save As MNew Query Preferences Properies Hew Linig Bave " — - " NeweUnlon
Figure 7
[ Records ' GQuery | Expressions | Prompts Fields | Criteria__ ' Havin J MewSGL ¥ Run
Ouery Name: No_ACADEMIC_CALENDAR Description: Academic Calendar by Session
View field properties, or use field as criteria in query statement Reorder / Son
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Figure 9

| Records )" Query ) Evpressions ) Frompts | Fields ) Criteria
Query Name: NG_ACADEMIC_CALENDAR

Add Having Criteria Mo having criteria have been added yet

Haning

Y ViewSoL ' Run \

Description: Academic Calendar by Session

SOL View Basics

& save Save As Hew Quary Preferences  Propedies  New Union Q) Return to Search
Figure 10
| Records )" Query ) Expressions | Prompts )" Fields ) Criterla ) Having | View SOL Run

Query Name: NO_ACADEMIC_CALENDAR

Query SOL:
SELECT AINSTITUTION, AACAD_CAREER, AACAD_CALENDAR_ID, A SESSION_CODE, TO_CHAR(B.SESS_BEGIN_DT.YVYYY-MM-
DD, TO_CHAR(B.SESS_END_DT,W¥Y-MM-DD?, TO_CHAR(B.CENSUS_DT,"""-MM-DD)
FROMPS_ACAD_CALSES_TBLA PS_SESSION_TBLE
'WHERE B.SESSION_CODE = ASESSION_CODE
AMD B.STRM = ASTRM

Description: Academic Calendar by Session

AND BACAD_CAREER = AACAD_CAREER
AND BINSTITUTION = AINSTITUTION

e SELECT: displays fields
you selected separated by commas.

* FROM: Shows you the tables the fields you chose are from, separated by commas.

e WHERE: Joins criteria = sign shows how tables are linked together, shows filters (Criteria)

and so much more

* ORDER BY: Sort, shows the position of the fields across the page

Figure 11
[ Records | Query | Expressions ) Prompts | Fields ) Criteria ) Hawing ) ViewSGL | Run
View Al | Rerun Query| Download to Excel J1-1000r184 (] ag
| Institution Career Calendar Session Begin Date End Date Census Dt

1 TOWSN UGRD ACAL 1 0852872001 121872001

[z TOWSH UGRD |acaL 1 0813172000 121972000

E TOWSN UGRD ACAL 1 010272001 01022001

0 TOWSN UGRD |acaL 1 017292001 0501812001

|s TOWSN UGRD ACAL 1 05/28/2001 0873172001

I TOWSN UGRD |acaL 1 0110212002 0172312002

|7 TOWSN UGRD ACAL 1 0172872002 05/21/2002

I TOWSN UGRD |acaL i 060712002 0712812002

B TOWSN UGRD ACAL 1 082872002 12202002

[0 [Towsm UGRD |acaL 1 010272003 0172212003

1 TOWSN UGRD ACAL 1 0200172003 0572052003

[12 [Towsn UGRD |AcAL 1 0512772003 0B/0812003 060212003

13 |rowsn GRAD ACAL 1 08/31/2000 121972000

|14 [Towsn GRAD |ACAL 1 010272001 0110212001

15 |rowsn GRAD ACAL 1 0172972001 05192001

|16 [Towsn GRAD |ACAL 1 05/29/2001 DB/0E/2001

17 |rowsn GRAD ACAL 1 082872001 121872001

|18 [Towsn GRAD |ACAL 1 01/0212002 01/23/2002

[1a |rowsn GRAD ACAL 1 0172802002 0572172002

|20 [Towsn GRAD |ACAL i 0512712003 08/08/2003 06022003

o o




