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responsible for and expressly disclaim all warranties of any kind with respect to third
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responsible for any loss, costs, or damages incurred due to your access to or use of third
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Introduction to Query

PeopleSoft Query is an end user reporting tool used to retrieve selected data from the database.
PeopleSoft 9.1 provides query access in the web-based application through the Reporting Tools
menu.

NOTE: In Production, query will be accessed using the Reports (PS9FSRPT) database. In this
manual, the Training (PS9FSTRN) database is used for training purposes only.

Navigate to Query Viewer

Procedure

In this topic you will learn how to Navigate to Query Viewer.

Y1) Health Sciences Center
PS Desktop Server

UserID: kocon2
Domain: LSUMC-MASTER

Computer: APP029A
Logon Server: DCO4

Y P 1:52 PM
- . i m W G
J (= | S | 1/27/2011

Step Action

1. Double-click the PS9 Launcher button.

P39 Launcher
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Step Action
2. Click the button to the right of the Database field.
3. Click the PS 9 Financials Reports (PS9FSRPT) option.
|PS 9 Financials Reports [PS3FSRAPT) |
4. Click the Start button.
Start
5. Anytime you enter a non-production database (RPT, SND, TRN, etc), a warning
message displays reminding you any information entered into the database will be
lost.
Click the Yes button.
Yes
mznymr 2| htr;%slz-'/psQ’fsrcbZ.\suhsc.zdu,"psp/fstm,"EMFLOVEE/ERP/h,"?tab:DEFAULT hd % 1 X Bing P
Jy Favorites | ¢ 2] Suggested Sites v [g] Web Siice Gallery =
|| @ Employes-facing registy content [ Ziov B v 0 & v Pagev Safetyv Took+ @+

PS9FSTRN:s
PS9FSWEBDEV12 RCB
Favorites = Main Menu

Personalize Content | Layout

Helo

Ale I BN

Step Action

6. Press [F11] key on your computer keyboard to hide the browser menu and address
bars.

Page 2



‘ﬂ‘g University Health™ . Tralnlng Guide
Shrmmrt BRF_Financials_Query 9 1

PS9FSTRN:s

PSOFSWEBDEV12_ RcB

Personalize Content | Layout

€& Local intranet | Protected Mode: Off v H100% -

Step Action
7. Click the Main Menu button.
8. Click the Reporting Tools menu.
Reporting Tools k
9. Click the Query menu.
Query 3
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PS9FSTRN:s
PSOFSWEBDEV12 Rce
Favorites  Main Menu

Personalize S€areh Menu: ® Help

Worklist Add to Favorites Sign out

3 Accounts Payable

3 Alocations

3 Background Processes

3 Banking

3 Cash Management

3 Commitment Control

(3 Cost Accounting

3 Customer Contracts

(3 Enterprise Components

3 General Ledger

3 Inventory

£3 Items

3 LSU Processes

33 PecpleTools

3 Procurement Contracts

3 Purchasing

(1 Reporting Tools

(3 Set Up Financials/Supply | £ Ps/nVision
3 vendors &1 Query

y vy vy v v v wrwowowrrrovr v v b

3

JorKli 3 XML Publisher [E] Query Manager
o iy esrsotrs | Rt amgar | quenvewer
€5 Local intranet | Protected Mode: Off v H100% - .
Step Action
10. Click the Query Viewer link.
11. The Query Viewer search page displays. From the Query Viewer search page you

can:

* Search and run existing public or private queries, and/or
* Add a query to Query Favorites.

12. This completes Navigate to Query Viewer.
End of Procedure.

Exercise 1

Run a Predefined Query from Query Viewer

Procedure

In this topic you will learn how to Run a Predefined Query from Query Viewer.
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Action

Scenario

In this example you will run the APY3001 _AP_VENDOR_SUMMAY query to
retrieve a list of approved vendors.

You can access existing, predefined queries (Public and/or Private) from the Query
Viewer page. Public queries are available to all end users with query access. Private
queries are queries associated only with your UserID. Private queries can be created
or can be amended Public queries. Creating and amending queries are discussed
later in this manual.

You must enter all or part of the query name into the Search By field. The Search By
field is not case sensitive. You may enter information in upper, lower or mixed case.

The "wildcard" can be utilized to focus your search. The wildcard is a percent (%)
sign. The wildcard may be placed before, in the middle, at the end, or bracket the
query name. For example:

1. If the wildcard is placed at the end of the query name, APY%, the system will
retrieve query names that end in APY.

2. If the wildcard is placed in the middle of the query name, %APY%AP, the system
will retrieve query names that contain APY somewhere in the name and ends with
AP.

3. If the wildcard brackets the query name %APY%AP%, the system will retrieve
query names that contain APY and AP somewhere in the query name.

Page 5
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PS9FSTRN:s
PSO9FSWEBDEV12 Rce
Fa\'o_rtes MainvMenu > Report\gg Took > Qu_erv > Query Viewer

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | B

Query Viewer

Enter any information you have and click Search. Leave fields blankfor a list of all values,
“SearchBy: Query Name

_ssn [ ponncensenren

T beagins with

Done €4 Local intranet | Protected Mode: Off f5 v W10% v

Step

Action

Enter the desired information into the field. Enter "APY%o".

Click the Search button.
Search

The system retrieves a list of query names that begins with APY. A total of 102
results were retrieved, with the first 30 displaying at the bottom of the page.

Click the Query Viewer link.

The "begins with" operand cannot be changed on the Query View page, but can be
changed using the Advanced Search link. The Advanced Search link offers an
alternative method of retrieving information.

Click the Advanced Search link.
[Advanced Search|

10.

Click the button to the right of the Query Name field.

[-]

11.

Click the contains list item.
[contains |

12.

Enter the desired information into the Query Name field. Enter "APY™.

13.

Click the Search button.
Search
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Step Action

14. A total of 107 options were returned using the Advanced Search method.
Click the View All link.

Wiew Al |

15. Scroll down through the list of queries to find the
APY3001_AP_VENDOR_SUMMARY query.

Click the Down button of the scrollbar.

E

16. Queries can be displayed in two formats: HTML and Excel. Both options will be
demonstrated in this example, beginning with the HTML option.

NOTE: Results downloaded to HTML can only be viewed as displayed. If you
want to be able to manipulate the results, download your results directly to Excel.

17. Click the HTML link.

NOTE: It is recommended that you run your query first to HTML to determine
the number of options returned. Running your query to HTML will return all
available results. Excel contains a finite number of rows and cannot always

display large numbers of results.
HTML

18. All University Health (BRF) facilities use the same SetID for vendor data, which is
BRFHH. The SetID is case sensitive and BRFHH must be entered in ALL CAPS.

Use the tab key, touch pad or mouse to move between fields. Do not use the Enter

key as it acts as a Save option.

Enter the desired information into the SetlD field. Enter "BRFHH".

19. Click the button to the right of the Vendor Status field.
20. Click the Approved option.

[Approved |
21. Click the View Results button.

NOTE: A list of approved vendors will be retrieved and displayed below the View
Results button.

Yiew Results

22. The total number of approved vendors retrieved display above the Description
column. In this example, 2,909 vendors were retrieved. The first 100 vendors
display in ascending order by Vendor ID number.

23. The right arrow allows you to view the next 100 vendors. The Last link allows you
to view the last 100 vendors. The left arrow allows you to navigate to the previous
page, and the First link displays the first 100 vendors.
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Step Action

24, The View All link displays all 2,909 vendors at one time.

NOTE: It may take a few minutes to process your request when your search has
retrieved a large number of results. The Processing indicator will display in the
top right corner of the page.

25. HTML results can be downloaded to an Excel spreadsheet. Downloading results into
an Excel spreadsheet will allow you to manipulate the data, move columns, hide
columns, etc.

Click the Excel Spreadsheet link. This will open a new window.
Excel SpreadSheet

=131
APY3001_AP_VENDOR_SUMMARY - APY3001-AP Vendor Summary |-
SetiD: [BRFHH S,
Vendor Status: |Apprwed j
View Results
Download results in . Excel GpreadSheet C8Y TewtFile HMLFile {14771 kb)
View Al [ 1-100 072908 [5] Last
- - Customer | Entered - AR Ok o
SetiD Vendor ID ShortHame Status Class |Lifetime | Remit Vndr Vendor I by 'withholding Humber \lelr;]dﬂr SetlD (Description
BRF
1 BRFHH 0000000001 EE?WEND' Approved Supplier Regular 0000000001 D0ODOODODT CHAROL N BRFHH :Efd”"‘::'
Shared
BRF
2 BRFHH oooo00oisa MUIPORE aapraved Supplier Reguiar 0000000159 0000000155 SAUTHE N BRFHH EETJ?L'Z'
Shared
BRF
3 BRFHH 0000000254 ‘U"QERNAT'O' Approved Supplier Regular 0000000254 0000000254 SAUTHE N BRFHH :gf‘d”"‘::'
Shared
BRF
4 BRFHH 0000000285 ARTELING  Approved Supplier Regular 0000000285 0000000235 POMORO N BRFHH :Efdf:;'
Shared
BRF
5  BRFHH 0000000267 ;‘QNKEE BOOK proved Supplier Regular 0000000287 0000000287 SAUTHE N BRFHH :gfd“"‘]‘;'
Shared
BRF
6 BRFHH oooooozss 10" approved Supplier Regular 0000000288 0000000288 ADELAT N BRFHH :EIS;"‘:;'
Shared
BRF
7 8RerH omnoonzst DATAMATCH - wprien supplier Regular 0000000291 n000000281 LWILLIE N BRFHH :gfd'fr‘:;'
Shared
BRF
3 BRFHH 0000000265 ggl}%:LMl Approved Supplier Reqular 0000000295 0000000295 SAUTHE N BRFHH :Efd“"‘::' -
[0 [ 1 [ [ & Localintranet | Protected Mode: Off |5 - [®100w - 4
Step Action
26. You may change column widths, sort data, add formulas or utilize any other features

available in Excel. You may save the query results to a network drive for later use,
or you may print the results.

Click the Close button.
X
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Step Action

27. CSV is an abbreviation for Comma Separated Value file. This type of file is not
generally used by end users, but is available.

The XML option is not available for use at this time.

=1
APY3001_AP_VENDOR_SUMMARY - APY3001-AP Vendor Summary |-
SetiD: BRFHH @,
Vendor Status: |Apprwed j
View Results
Download results in . Excel GpreadSheet GV TewtFile HMLFile {1471 kb)
View All [ 1-100 07 2908 3] Last
SetlD | VendorID | ShortHame | Status | Class |Lifetime | Remit Vndr | Vendor C“s'“';'“” CErize] ing Description
BRF
1 BRFHH 0000000001 EEFWEND' Approved Supplier Regular 0000000001 DOODOODODT CHAROL N BRFHH :Efd“"‘:;'
Shared
BRF
2 BRFHH 0000000159 (HCFORE agproved suppler Reguiar 0000000159 0000000153 SAUTHE N BRFHH :S;“d'fr‘:;'
Shared
BRF
3 BRFHH 0000000254 ‘E'EERNAT'O' Approved Supplier Regular 0000000254 0000000254 SAUTHE N BRFHH :Efd”"‘::'
Shared
BRF
4 BRFHH 0000000285 ARTELING  Approved Supplier Regular 0000000285 0000000285 POMORD N BRFHH :Efjx;'
Shared
BRF
5  BRFHH 0000000267 ;’ENKEE BOOK s proved Supplier Regular 0000000287 0000000287 SAUTHE N BRFHH :gf‘d”"‘::'
Shared
BRF
6 BRFHH ooo000ozss STOM  approved Supplier Regular 0000000288 0000000288 ADELAT N BRFHH :Em;'
Shared
BRF
7 BRFHH 0000000281 EQE;NATCH Approved Supplier Regular 0000000281 0000000291 LWILLITE N BRFHH :gfd“"‘]‘;'
Shared
BRF
8 BRFHH ooooooozes DUTCH - approved Supplier Regular 0000000295 0000000295 SAUTHE N BRFHH [ioebnel E
[ [ [ [ [ | [&& Localintranet | Pratected Mode: OFf [a~[®miwme - 4

Step Action

28. Click the Close button.

29. This completes Run a Predefined Query from Query Viewer.
End of Procedure.

Exercise 2

Run a Predefined Excel Query from Query Viewer

Procedure

In this topic you will learn how to Run a Predefined Query from Query Viewer.
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PSIFSTRNos:
PSOFSWEBDEV12 RcB Home | Addto Favorites |  Sign out

Fa\'o_rtes MainvMenu > Repart\gg Tools » querv > Query Viewer
APY2053_DRAFT_CREATE_DETAIL APY2053 - Draft Create Detail Fublic HTML Schedule Favorite 9
APY2054_DFT_STAMP_TAX_SUMMARY  APY2054- Dft Stamp Tax Summary Public HTML Schedule Favorite
APY2055_POSITIVE_PAYMENT APY2055-Positive Payment Public HTML Schedule Favorite
APY2056_DFT_CREATE_SUMMARY APY2056 - Dft Create Summary Public HTML Schedule Eavorite
APY2080_AGENCY_LOC_CD Agency Location Codes Listing Public HTML Schedule Favorite
APY2100_OPEN_PREPAYMENTS APY2100- Open Prepayments Public HTML Schedule Favorite
APY2101_PREPAYMENT_SETTLEMENTS APY2101- Prepayment Setflement Public HTmL Schedule Eavorite
APY3000_ADDRESS_SUBQUERY APY3000-Address Subguery Public HTML Schedule Favorite
APY3000_VENDOR_DETAIL APY3000-Vendor Detail Fublic HTML Schedule Favorite
APY3001_AP_VENDOR_SUMMARY APY3001-AP Vendor Summary Public HTML Schedule Favorite
APY3012_VENDOR_WTHD_BALANCE mgéVENDOR WTHD Public HTML Schedule Favorite
APY3020_VNDR_OUTSTANDING_BAL APY3020-Vndr Qutstanding Bal Public HTML Schedule Eavorite
APY3200 APY3200 Public HTML ML Schedule Favorite
APY3200A APY3200A Public HTML  Excel XML Schedule Favorite
APY3210 APY3210 Public HTML Excel XML Schedule Favorite
APY3210A APY3210A Public HTML Excel XML Schedule Favorite
APYGO00_PAYMENT_ARCHIVE_REPORT APYB000-Payment Archive Report  Public HTML Excel XML Schedule Eavorite
APYB001_VOUCHER_ARCHIVE_REPORT APYB001-Voucher Archive Report  Public HTML Excel XML Schedule Favorite
APYB002_VENDOR_ARCHIVE_REPORT  APYG6002-Vendor Archive Report Public HTML  Excel XML Schedule Favorite
APY7010_WITHHOLDING_RULES APY7010-WITHHOLDING RULES ~ Public HTML Excel XML Schedule Favorite B
APYT020_WITHHOLDING_TYPES APY7020-WITHHOLDING TYPES ~ Public HTML  Excel XML Schedule Favorite
APY7030_WITHHOLDING_ENTITIES ﬁ??IE%W\THHOLD\NG Public HTML  Excel XML Schedule Favorite
APY7040_WITHHOLDING_CODES APY7040-WITHHOLDING CODES  Public HTML  Excel XML Schedule Favorite 3
APYT050 Withholding Calc Report Query Public HTML Excel XML  Schedule Favorite
APYB025 WithHolding for Japan Public HTML Excel XML Schedule Eavorite
APY8030 180 Model Public HTML Excel XML Schedule Favorite
APY8032_CIS6_PAYMENTS UK Withholding - CIS6 Payments  Public HTML  Excel XML Schedule Favorite N
APYB035 Withholding France DAS2 Public HTML Excel XML Schedule Eavorite
APY3045_PPS_1 WTHD PPS Remittance Advice Public HTML Excel XML Schedule Favorite
APYS048_PPS_2 WTHD PPS Annual Report Public HTML Excel XML  Schedule Favorite
APYB049_PPS_3 WTHD PPS Payment Summary Public HTML Excel XML Schedule Favorite
APY2050 WithHolding for Canada T4A Public HTML Excel XML  Schedule Eavorite -

ER €4 Local intranet | Protected Mode: Off fa v H100% v

Action

Queries can also be run directly to Excel from the Query Viewer Search page.

Click the Excel link for query APY3001_AP_VENDOR_SUMMARY.

The SetID is always BRFHH and must be entered in ALL CAPS.

Enter the desired information into the SetlD field. Enter "BRFHH".

Click the button to the right of the Vendor Status field.

Click the Approved list item.
|#pproved |

Click the View Results button.
View Results
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=10l x|
= s Microsaft Excel = = -
Home | Insert Page layout  Formulas Data Review — iews £ddIns @
& Atial Unicode b~ 10+ | A° A7 | = Text =) SfRlnel z- ; ﬁ
3 - e I Delete - || [g- &
ey |t e A | = | o= onrat (o | B | - o ot
Clipboard & Font ] Alignment Humber Styles Cells Editing
\ a1 - (0 % « f| Apv3o01-apP vendor summary
Bl (Read-only] [Compatibility Made] _Bex
A B c = F
1 APY3001-AP Vendor Summary f 2910
: |setip |vendor ID__ |[ShortName [status [ciass [Litetime [Rer
2 |BRFHH "D000000001 TEST VEND-001 Approved Supplier Regular 000
4 BRFHH ‘noonoontse MILLIPORE-DO1 Approved Supplier Regular (]
5 BRFHH ‘nooooonzs4 INTERMATIO-021 Approved Supplier Regular (0]
B |BRFHH ‘oooooonzes ARTEL INC Approved Supplier Regular "ooo
7 BRFHH ‘noonnonzsz TANKEE BOOK PE  Approved Supplier Regular (]
g |BRFHH "noonoonzss ATRIUM MEDICAL  Approved Supplier Regular "ono
9 BRFHH ‘noonoonzet DATAWATCH CORP Approved Supplier Regular (]
10 |BRFHH ‘nooooonzas DUTCH OPTHALMI - Approved Supplier Regular (]
11 BRFHH "noonoonzer INSTRUMENT-005 Approved Supplier Regular "ono
12 |BRFHH ‘noonoonann COWIDIEN L-001 Approved Supplier Regular (]
13 |BRFHH ‘nooooonzn: BIO-TEK INSTRU Approved Supplier Regular (0]
14 BRFHH ‘oooooonans WVERMONT MEDICA  Approved Supplier Regular "ooo
16 |BRFHH ‘noonoonao? DATA INNOWVATIO  Approved Supplier Regular (]
16 BRFHH "nooooonato STERIS CORP Approved Supplier Regular "ono
17 |BRFHH ‘noonoonata AMES COLORFIL  Approved Supplier Regular (]
18 |BRFHH ‘nooooonat4 MNATIOMNAL FIRE Approved Supplier Regular (]
19 BRFHH "n0oooonate CHANMING L BET Approved Supplier Regular "ono
20 |BRFHH ‘noonoonate UNIFIRST CORPO  Approved Supplier Regular (]
21 BRFHH ‘0000000220 HARVARD BU-I0Z  Approved Supplier Regular "ono
22 |BRFHH ‘noonoonaze ADVANCED INSTR - Approved Supplier Regular "ono
23 |BRFHH ‘noonoonass RAININ INSTRUM Approved Supplier Regular (]
24 BRFHH "n0onoonase CODMAN & SHURT  Approved Supplier Regular "ono
25 |BRFHH ‘noonoonase THE KENDALL CO Approved Supplier Regular (]
. v,
Edit B e @)

Step

Action

Click the Close button.

Running the query directly to Excel allows you to manipulate the results. You may
perform any function or features available in Excel. You are also able to Save your
results to a folder.
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(o] ]
— ————r
SIS E |g, Petps: {psafs. lsuhsc eduipscFerpt_2/EMPLOYEEERP q/?ICACtion—1CCryMameURL—PUBLIC. APv300 ]| &) \E\I‘_yllil | | Bing | 2|~
| File Edt Yiew Favortes Tools Help
<7 Favorites ehttps:ffpsQFs‘Isuhst.EdufpscffsrptthMPLOVEEtERPI‘H| | J i - o - Pags~ Safety~ Took~ @
APY3001_AP_VENDOR_SUMMARY - APY3001-AP Vender Summary =]
SetiD: BRFHH @,
Vendor Status: |Apprwed j
Wiew Resulis
Vendor Customer | Entered - 0ld Vendor
(L]
[pone [0 [ 1 [ [ & Localintranct | Protected Mode: Off [fa~[®uwre - 2
(SR - @Querywewer—w.nd... I@https:/:psgrs.lsuhs... a gy S

Step Action
7. ck the Close button.

8. This completes View a Predefined Excel Query from Query Viewer.
End of Procedure.

Exercise 3

Create and Format a Query
Procedure

In this topic you will learn how to Create and Format a Query.
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PS9FSTRN s
PSOFSWEBD RCB
Personalize Content | Layout Help
Done €4 Local intranet | Protected Mode: Off fa v H100% v

Step Action
1. Click the Main Menu button.
2. Click the Reporting Tools menu.
Reporting Tools r

3. Click the Query menu.

| Query 3 |
4, Click the Query Manager menu.

| Query Manager |
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PS9FSTRN:s
PSO9FSWEBDEV12 Rce
Favo_rﬂ:es MainvMenu > Report\gg Took > Qu_ery > 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 New Query

'. University Health®

" Shreveport

New Window | Help | Customize Page | =l

Home | Workist | AddtoFavorites |

Sign out

“Search By: Query Name ~ Dbegins with
Search Advanced Search
Find an Existing Query | Create New Query
Done € Local intranet | Protected Mode: Off g v H10% -
Step Action
5. Click the Create New Query link.
Create Mew Quer'r'|
6. The Find an Existing Record page.
Across the top of the page are nine tabs that can be used in creating or amending a
guery. The system defaults you into the Records tab.
7. PeopleSoft stores the data entered into the system in tables. The tables are comprised

display in your report.

of rows (records) and columns (fields). You will select the various rows (records)
and columns (fields) you want the system to retrieve to create your query. When
your query is run, the data associated with the selected records and fields will

In this example you will create a query that generates a list of vendor names,
addresses and current status (e.g. Active or Inactive)

Page 14
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PS9FSTRN:s
PSIFSWEBDEV12 RcB Home | Workist | Addto Favorites |  Sign out
Favo_rﬂ:es MainvMenu > Report\gg Took > Qu_ery > Query Manager
New Window | Help | Customize Page | =l
Records Query Expressions Prompts Fields Criteria Having View SQL Run
Query Name: New Unsaved Query Description: Feed
Find an Existing Record
“Search By: Record Name ~  Dbegins with |
Search |advanced Search
Save Save As New Query Preferences Properties Publish as Feed New Union Return To Search
4 . ] +
Dene €& Local intranet | Protected Mode: Off v H100% -
Step Action
8. You start by selecting a record. Since you are interested in generating a list of
vendors, it makes sense to first determine what vendor records are available.
You must enter all or part of the Record Name into the Search By field. The
wildcard (%) or the Advanced Search link may be utilized to help focus your search.
Enter the desired information into the Search By field. Enter "VEN".
9. Click the Search button.
Search
10. A list of 20 record options display.
If you are unsure of which record to use, you can click a record's Show Fields link to
view the fields that comprise the record. In this example, you will click the Show
fields link for the VENDOR_ADDR record.
Click the Show Fields link.
Show Fields
11. A list of fields displays for your review.
If the fields you are interested in are not listed, simply return to your Search Results
and click on the Show Fields link for another record.
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BRF_Financials_Query 9 1

ﬁ University Health™

Shreveport

PS9FSTRN:x
PSO9FSWEBDEV12 Rce
Favo_rkes MainvMenu > Report\gg Tools » query > Query Manager

Add to Favorites

¥ VENDOR_ID - Vendor ID
Y ADDRESS_SEQ_MNUM - Address Sequence Number
Y  EFFDT-Effective Date
EFF_STATUS - Status as of Effective Date
MNAMET - Name 1
NAMEZ2 - Name 2
EMAILID - Email ID
COUNTRY - Country
ADDRESS1 - Address Line 1
ADDRESS?2 - Address Line 2
ADDRESS?3 - Address Line 3
ADDRESS4 - Address Line 4
CITY - City
NUM1 - Number 1
NUM2 - Number 2
HOUSE_TYPE - House Type
ADDR_FIELD1 - Address Field 1
ADDR_FIELD2 - Address Field 2
ADDR_FIELD2 - Address Field 2
COUNTY - County
STATE - State
POSTAL - Postal Code
GEO_CODE - Tax Vendor Geographical Code
IN_CITY_LIMIT - In City Limit
NAME1_WTHD - Name 1
NAME2_WTHD - Name 2

Return

m

N

Done ER €& Local intranet | Protected Mode: Off

%

G v ®10% -

Step Action

12. Click the Return button.
Return
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Shreveport
PS9FSTRN:s
PSOFSWEBDEV12 Rce

Favo_rkes MainvMenu > Repomgg Took > Qu_ery > Query Manager
Records | Query | Expressions | Prompis | Fields | Criteria
Query Name: New Unsaved Query Description:

Find an Existing Record

Having

View 5QL Run

Training Guide
BRF_Financials_Query 9 1

Worklist | Addto Favorites |

Sign out

New Window | Help | Customize Page | =l

v

Feed

*Search By:

-Ad\ranced Search

Search Results

Record Name ~ begins with |VEN

Customize | Fi Lt
VENDOR - Vendor Header Table Add Record
VEMDORCNTCT_LG - Vendor Contact Detail Add Record
VENDOR_ADDR - Vendor Address
VENDOR_ADDR_LNG - Vendor Address Add Record
VENDOR_ADDR_WW3 - Active Vendor Addresses Add Record
VENDOR_AR - PSIAR Vendor View Add Record
VENDOR_CNTCT - Vendor Contact Detail Add Record
VENDOR_CONTROL - Controls for a set of Vendors Add Record
VENDOR_CONVER - Conversations with a Vendor Add Record
VEMDOR_E - Vendor Header Table Add Record
VENDOR_ID_NBRS - Exira Vendor Identifiers Add Record
VENDOR_INVOICE - Procurement Defaults Add Record
VENDOR_LOQC - Vendor Location Add Record
VENDOR_M - Vendor Header Table Add Record
VENDOR_PAY -Vendor Payment Defaults Add Record
VENDOR_SPRO - Senices Supplier Info Add Record
VENDOR_TYPE - Vendor Type Add Record
VEMDOR_USER - Vendor User Add Record
VENDOR_WTHD - Vendor Withholding Information Add Record
VENDOR_WTHD_JUR - Vendor Withhold Jurisdiction Add Record

First K 120 or20 B Last

Add Record Show Fields

Show Fields
Show Fields
Show Fields
Show Fields
Show Fields
Show Fields
Show Fields
Show Fields
Show Fields
Show Fields
Show Fields
Show Fields
Show Fields
Show Fields
Show Fields
Show Fields
Show Fields
Show Fields
Show Fields
Show Fields

n

<

n

€5 Local intranet | Protected Mode: Off 3 v H100% -

Step

Action

13.

will use.

Vendor_ ADDR record.

For this example, the VENDOR_ADDR - Vendor address record is the record you

Click the Add Record link for the VENDOR_ADDR record.

NOTE: Once you select the Add Record option, the system will automatically take
you to the Query tab where you will view the available field options for the
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BRF_Financials_Query 9 1

PS9FSTRNes:
PSO9FSWEBDEV12 Rce
Favo_rites Ma'nvMenu > Reportrv\gTooE > Qu_ew > Query Manager

An effective date criteria has heen automatically added for this effiective dated
record. (139,600

< e 3

|pene € Local intranet | Protected Mode: Off hov HI00% v

Step Action

14. An Effective Date message will display when a record is selected. This allows you
to modify the criteria and retrieve rows of data within a specified time frame. All
data will be retrieved with effective dates prior to the current date.

Click the OK button.
Ok

15. The system takes you to the Query tab.

From the Query tab you can select individual fields within a record. The fields you
select will display as the columns on your report.

16. Field names do no default in alphabetical order. The system provides a Sort fields
alphabetically option to make searching for fields easier.

Click the Sort fields alphabetically button.
29

17. The fields display in alphabetical order. By clicking the Sort fields alphabetically
button again, the system returns the fields to the original order.

Click the Sort fields alphabetically button.
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Step Action

18. The Check All button is used if you want to use all the fields associated with the
record in your query.

Click the Check All button.
Check All

19. The Uncheck All button deselects all of the fields associated with the record.

Click the Uncheck All button.
Lncheck All

20. When a field is selected, the system returns all the data for the field. You can narrow
your results by specifying criteria for the field. The Use as Criteria (funnel) option
allows you to add criteria for a particular field.

For example if you selected the Vendor ID field for your query, all vendors will be
retrieved from the database. If you only wanted to retrieve vendors who have an
Active status, you could specify this using criteria.

Click the Use as Criteria button.
T

PS9FSTRN:s
PSSFSWEBDEV12 RcB
Favn'rites Main'Manu > Reporting Tools > Query > Query Manager

Home | Workist | AddtoFavorites | Signout

Mew Window | Help | Customize Page | i

Edit Criteria Properties

Choose Expression 1 Type

© Field Choose Record and Field

() Expression Record Alias.Fieldname:

@, AVENDOR_ID -Vendor ID

*Condition Type: equal to -

Choose Expression 2 Type

) Field Define Constant
) Expression o
® Constant Constant. | S
) Prompt
© Subguery
OK Cancel
Done E1 € Local intranet | Protected Mode: Off i v ®10% v
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Step Action

21. From the Edit Criteria Properties page, you can Choose Expression, Choose Record
or Field, or Define Constant.

NOTE: See Exercise 4 for information on the Using as Criteria feature.

Click the Cancel button.
Cancel

22, Joins are used when creating queries using more than one record. Joins allow you to
retrieve data from multiple tables, but present it as if it came from one table. Three
types of joins are used in PeopleSoft: Hierarchy Join, Standard (Any) Join and
Related Record Join.

NOTE: Joins are not used when creating a single record query.

NOTE: See Exercise 5 - Hierarchy Joins for additional information.

23. Key symbols identify fields found on multiple records. Key fields provide a link
when joining multiple records.
24, Selecting Fields

Select a field by clicking the checkbox to the left of the Field Name.

For this example the following fields will be selected: Vendor ID, Effective Status,
Namel, Addressl, City, State, and Postal.

PS9FSTRN
PSOFSWEBDEV12 RcB Home | Workist | AddioFavortes | Signout
Favuvntes MalnvMenu 3 Rapurtwlg Tools » Qu'ery > Query Manager
New Window | Help | Customize Pace | B+
Records Query Expressions Prompts Fields Criteria Having View SQL Run
Query Name: New Unsaved Query Description: Feed
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add 2
additional records by clicking the records tab. When finished click the fields tab.
Chosen Records E
Alias Record
= A VENDOR_ADDR - Vendor Address Hierarchy Join B
Check All \ Uncheckan |
Eind | View Al F\rs(n 127 of 27 L Last
[ ® SETID-SetD %
B~ VENDOR_ID - Vendor ID T
B ADDRESS_SEQ_NUM - Address Sequence Number ?
[C] B EFFDT- Effective Date T
] EFF_STATUS - 8tatus as of Effective Date %
sl NAME1 - Name 1 K3
B NAME2 - Name 2 T
sl EMAILID - Email ID %
B COUNTRY - Country Join COUNTRY TBL - 4
Countries
] ADDRESS1 - Address Line 1 %
sl ADDRESS2 - Address Line 2 K3
B ADDRESS3 - Address Line 3 T
0 ADDRESS4 - Adaress Line 4 %
B CITY - City %
B NUMA - Number 1 %
sl NUMZ - Number 2 %
B HOUSE_TYPE - House Type %
= ADDR_FIELD1 - Address Field 1 T
= ADDR_FIELDZ - Address Field 2 %
0 ADDR FIELD3 - Address Field 3 ki h
T i ] v
Done € Local intranet | Protected Mode: Off v B100% ~
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Step Action

25. Click the VENDOR_ID option.

26. Click the Sort fields alphabetically button to make field selection easier.
2

27. Click the ADDRESSL1 option.

28. Click the CITY option.

29. Click the EFF_STATUS option.

30. Click the NAMEL1 option.

31. Click the POSTAL option.

32. Click the STATE option.

33. After all fields have been selected, click the Fields tab to view the selected fields
collectively.

Click the Fields tab.

34. The fields display on the Fields tab in the order in which they were selected. Each
field represents a column on your spreadsheet, so this also the order they will
display in your report. Often fields will need to be reordered to make query results
easier to read.

35. NOTE: It is recommended the query be saved when any changes are made. The
Save As option will be used when first saving your query so that a name can be
assigned.

For training purposes only, you will forgo saving the query at this time.
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BRF_Financials_Query 9 1

PS9FSTRN:s

PSOFSWEBDEV12 RcB

Records Query Expressions

Query Name: New Unsaved Query

Fields

1 AVENDOR_ID - Vendor ID

2 AADDRESS1 - Address Line 1

3 ACITY - City

4 AEFF_STATUS - Status as of Effective Date
5 ANAMET - Name 1

6 APOSTAL - Postal Code

7 ABTATE - State

Prompts

Favo_rﬂ:es MainvMenu > Report\gg Tooks » Qu_ery > Query Manager

Fields Criteria

Description:

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

Having

View 5QL

Run

New Window | Help | Customize Page | B2l

>

Home | Workist | AddtoFavorites |

University Health™

Shreveport

Sign out

Col |Record.Fieldname [Format |Ord |XLAT Heading Text Add Criteria |Edit

Customize | Find | View 2| B | 8
Char10 Vendor
Charss Address 1 ?,
Char30 ity %
Char1 Status 2
Char40 Name b
Char12 Postal ?
Charé e ?

Feed

Reorder/ Sort

First B 1.7 or7 Bl Last

e |2
_Eat | =
_Ea |
_en |
_Ea | =]
_Ea | o
e |

Delete

Save

Save As

New Query Preferences Properties Publish as Feed

New Union

Return To Search

<

n

Done

€4 Local intranet | Protected Mode: Off

T

H100% -

Step Action

36.

Reorder / Sort

Click the Reorder / Sort button.

The Reorder/Sort button allows you change the order of the fields and, therefore, the
order of your spreadsheet columns.

3.
field.

VENDOR_ID will remain as column 1, so no entry will need to be made for this
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'ﬁ% University Health” BRF_Financials_Query 9 1

Shreveport
PS9FSTRN:s
PS9FSWEBDEV12 RcB Home | Worklist | AddtoFavorites | Signout
Fa\'o_rtes MainvMenu > Report\gg Tooks > Qu_erv > Query Manager
New Window | Help | Customize Page | =l
Edit Field Ordering
Reorder columns by entering column numbers on the left. Columns |eft 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 | view 21| B | 8 First B 47 017 B Lot
New Column mmwmm
[ ] 1 AVENDOR_ID - Vendor ID |
] 2 AADDRESS1 - Address Line 1 ]| ]—
] 3 ACITY - City O [
[ 4 AEFF_STATUS - Status as of Effective Date | ]
: 5 ANAME1 - Name 1 E [ ]
] 6 APOSTAL - Pastal Cade a ]
] 7 ASTATE - State | ]
ox
Done €4 Local intranet | Protected Mode: Off fa v H100% v
Step Action
38. Reorder columns by entering the column number in the New Column field. If a field
is left blank, that column will remain as originally indicated.
In this example, NAMEL is the fourth (4th) column on your spreadsheet. Change
NAMEZ1 to column one (2).
Enter the desired information into the New Column - NAMETL1 field. Enter "2".
39. Enter the desired information into the New Column - ADDRESSI field. Enter "3".
40. Enter the desired information into the New Column - CITY field. Enter "4".
41. Enter the desired information into the New Column - STATE field. Enter "5".
42. Enter the desired information into the New Column - POSTAL field. Enter "6".
43. Enter the desired information into the New Column - EFF_STATUS field. Enter
l|7l|.
44, Click the OK button.
oK
45, The Fields are reordered based on the changes you made on the Reorder/Sort panel.
46. The Heading Text displays the text used for each field (column) on your report.

Field titles can be changed using the Edit feature.
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BRF_Financials_Query 9 1 g University Health

Shreveport

PS9FSTRNes:
PSOFSWEBDEVi2 Rcs Homs | Worklist | _Addto Favoritss | _Sign out
Favo_rﬂ:es MainvMenu > Report\gg Tooks » Qu_ery > Query Manager
New Window | Help | Customize Page | B2l
Records Query Expressions Prompts Fields Criteria Having View SQL Run
Query Hame: New Unsaved Query Description: Feed
View field properties, or use field as criteria in query statement Reorder/ Sort
Fields customize | Find | View A1 BV 88 First BN 4707 B Last
[co[eorariimame|Foumt [0l 6T [Aw [feminaTox  [AddCriterm[Eat  [ekete |
1 AVENDOR_ID - Vendor ID Char10 Vendor ? Edit .:1
2 ANAMET - Name 1 Char40 Name % Edt | [=]
3 AADDRESS1 - Address Line 1 Charb5 Address 1 b4 Edit | =]
4 ACITY - City Char30 city @ edit | [=]
5 ASTATE - State Charf St b4 Edit | =]
& APOSTAL - Postal Code Char12 Postal b4 Edit | =]
7 AEFF_STATUS - Status as of Effective Date Char1 N Status ? Edit .:1
Save Save As New Query Preferences Properties Publish as Feed New Unian Return To Search
‘ i ] v
€4 Local intranet | Protected Mode: Off i3 v H100% v

Step Action

47. In this example you will change the VENDOR_ID Heading Text from Vendor to
Vendor ID.

Click the VENDOR_ID Edit button to change the Heading Text (column title).
Edit

48. The system defaults to RFT Short (Record Field Text Short). A RFT Short column
title will be up to a 10-character long.

NOTE: The Heading Text field displays the selected column title. In this example,
the column title would display as Vendor since the RFT Short options is selected.

The RFT Long displays up to a 30-character column title.
The Text option displays the column title as it is entered in the Heading Text field.

No Heading will result in the column title being blank.
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PS9FSTRN:s
PSO9FSWEBDEV12 Rce
Favo_rﬂ:es MainvMenu > Report\gg Took > Qu_ery > Query Manager

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | &l

Edit Field Properties

Field Name: A VENDOR_ID - Vendor ID

Agagregate
_ i =
() No Heading @ RFT Short w Hone
) Sum
) Text () RFT Long © Count
Heading Text: © Nin
Vendor

© Max
() Average

*Unique Field Name:

AVENDOR_ID
oK Cancel

Dene € Local intranet | Protected Mode: Off 3o H100% -

Step Action

49. Click the RFT Long option.

") RFT Long

50. NOTE: The Unique Name Field will always remain as defaulted.

Click the OK button.
OK

51. The Heading Text for the VENDOR_ID field has changed from Vendor to Vendor
ID.
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PS9FSTRN:s

PSOFSWEBDEV12 RcB

University Health™

Shreveport

Add to

Sign out

New Window | Help | Customize Page | B2l

Favo_rkes MainvMenu > Repomgg Tooks » Qu_ery > Query Manager
Records Query Expressions Prompts Fields Criteria Having View SQL Run
Query Name: New Unsaved Query Description:

[ Feed

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

1 AVENDOR_ID - Vendor ID

Char10

Customize | Find | View

Col |Record.Fieldname Format |Ord [XLAT [Agg [Heading Text Add Criteria |Edit
L4

Vendor ID

a1

Reorder/ Sort

First B 1.7 or7 Bl Last
Delete

Edit | (=]

2 ANAMET - Name 1 Char40 Name % Edt | =]

3 AADDRESS1 - Address Line 1 Char55 Address 1 % Edt | (=]

4 ACITY - City Char30 city @ edit | [=]

5 ASTATE - State Charg st T Edt | (=]

6§ APOSTAL - Postal Code Char12 Postal ? Edt | (=]

7 AEFF_STATUS - Status as of Effective Date Charl N Status N4 Edt | (=]
Save Save As Mew Query Preferences Properties Publish as Feed MNew Union

Return To Search

<

n

Done

€4 Local intranet | Protected Mode: Off

H100% -

Step

Action

52.

Edit

Click the NAMEZ1 Edit button.
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PS9FSTRN:s

PSO9FSWEBDEV12 Rce
Favo_rkes MainvMenu > Repomgg Took > Qu_ery > Query Manager

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | &l

Edit Field Properties

Field Name: ANAME1 - Name 1

Aggregate
- _ @

© NoHeading  ® RFT Short I

) Sum

) Text ) RFT Long & Count
Heading Text: e .
eme © Max
*Unique Field Name: ) Average
ANAMET

oK Cancel

Dene €& Local intranet | Protected Mode: Off @ v H100% -

Step Action

53. Click the Text option.

54. Enter the desired information into the Heading Text field. Enter "Vendor Name".

55. Click the OK button.
Ok

Page 27



Train

ing Guide

BRF_Financials_Query 9 1

PS9FSTRN:s

PSOFSWEBDEV12 RcB

Query Name: New Unsaved Query

Fields

1 AVENDOR_ID - Vendor ID

Favo_rkes MainvMenu > Repomgg Tooks » Qu_ery > Query Manager

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Description:

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

Customize | Find | View

Char10 Vendor ID

cnp B8 i B 7o B et

[Col [Record Fieldname Format |Ord [XLAT [Agg [Heading Text Add Criteria |Edit Delete
L4

University Health™

Shreveport

Sign out

New Window | Help | Customize Page | B2l

[ Feed
Reorder/ Sort

Edit | (=]

2 ANAMET - Name 1 Char40 Vendor Name % Edt | =]

3 AADDRESS1 - Address Line 1 Char55 Address 1 % Edt | (=]

4 ACITY - City Char30 city @ edit | [=]

5 ASTATE - State Charg st T Edt | (=]

6§ APOSTAL - Postal Code Char12 Postal ? Edt | (=]

7 AEFF_STATUS - Status as of Effective Date Charl N Status N4 Edt | (=]
Save Save As Mew Query Preferences Properties Publish as Feed MNew Union

Return To Search

<

n

Done

<=

€4 Local intranet | Protected Mode: Off 43 H100% v

Step

Action

56.

Edit

Click the ADDRESS1 Edit button.
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PS9FSTRN:s
PSOFSWEBDEV12 RcB Home | Workist | AddtoFavorites | Signout
Favo_rkes MainvMenu > Repomgg Took > Qu_ery > Query Manager

New Window | Help | Customize Page | &

Edit Field Properties

Field Name: A ADDRESS1 - Address Line 1

Agagregate
_ i =
() No Heading @ RFT Short w Hone
) Text () RFT Long © Count
Heading Text: © Nin
Address 1 -

) Max
*Unique Field Name:

AADDRESS1

oK Cancel

() Average

Done

€ Local intranet | Protected Mode: Off 3o H100% -

Step Action

57. Click the Text option.

58. Enter the desired information into the Heading Text field. Enter "Address".

59. Click the OK button.
OK
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PS9FSTRN:s
PSOFSWEBDEV12 Rce
Favorites

MainvMenu > Repomgg Tooks » Qu_ery > Query Manager

University Health™

Shreveport

Add to

Sign out

Records Query Expressions Prompts

Query Name: New Unsaved Query

Fields

Criteria Having View SQL Run

New Window | Help | Customize Page | B2l

Description:

[ Feed

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

Col |Record.Fieldname: Format |Ord [XLAT [Agg [Heading Text Add Criteria |Edit
L4

1 AVENDOR_ID - Vendor ID

Char10

Customize | Find | View

Vendor ID

a1

Reorder/ Sort

First B 1.7 or7 Bl Last
Delete

Edit | (=]

2 ANAMET - Name 1 Char40 Vendor Name % Edt | =]

3 AADDRESS1 - Address Line 1 Char55 Address % Edt | (=]

4 ACITY - City Char30 city @ edit | [=]

5 ASTATE - State Charg st T Edt | (=]

6§ APOSTAL - Postal Code Char12 Postal ? Edt | (=]

7 AEFF_STATUS - Status as of Effective Date Charl N Status N4 Edt | (=]
Save As Mew Query Preferences Properties Publish as Feed MNew Union

Return To Search

<

n

Done

€4 Local intranet | Protected Mode: Off

H100% -

Step

Action

60.

Edit

Click the STATE Edit button.
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PS9FSTRN:s
PSO9FSWEBDEV12 Rce
Favo_rkes MainvMenu > Repomgg Took > Qu_ery > Query Manager

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | &

Edit Field Properties

Field Name: A STATE - State

Agagregate
_ i =
() No Heading @ RFT Short w Hone
© Sum
) Text () RFT Long © Count
Heading Text:

St
) Max

*Unique Field Name:

ASTATE
oK Cancel

() Average

Dene €5 Local intranet | Protected Mode: Off v H100% -

Step Action

61. Click the Text option.

[ Text

62. Enter the desired information into the Heading Text field. Enter "State".

63. Click the OK button.
Ok
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PS9FSTRN:s
PSOFSWEBDEV12 Rce
Favo_rﬂ:es MainvMenu > Report\gg Tooks » Qu_ery > Query Manager

Home | Workist | AddtoFavorites |

University Health™
Shreveport

Sign out

New Window | Help | Customize Page | B2l

Records Query Expressions

Query Name: New Unsaved Query

Fields

1 AVENDOR_ID - Vendor ID

Prompts

Fields Criteria

Description:

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

Char10

Having

Customize | Find | View 21| B | 8

View 5QL

Vendor ID

Run

]

Col |Record.Fieldname [Format |Ord |XLAT Heading Text Add Criteria |Edit

Feed

Reorder/ Sort

First B 1.7 or7 Bl Last
Delete

Edit | (=]

2 ANAMET - Name 1 Char40 Vendor Name % Edt | =]
3 AADDRESS1 - Address Line 1 Char55 Address % Edt | (=]
4 ACITY - City Char30 city @ edit | [=]
5 ASTATE - State Char State T Edt | (=]
6§ APOSTAL - Postal Code Char12 Postal ? Edt | (=]
7 AEFF_STATUS - Status as of Effective Date Char1 N Status ? Edit .:1

Save

Save As New Query Preferences Properties Publish as Feed New Union

Return To Search

<

n

Done

€4 Local intranet | Protected Mode: Off

T

H100% -

Step

Action

64.

You must save your selections prior to running the query.

Click the Save As link.

65.

When you save the first time, you will name your query. Any queries you create
must be saved as Private queries. If you modify a Public query, and wish to save the
changes, it must be saved a Private query.
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Fa\'o_rtes MainvMenu > Report\gg Took > Qu_erv > Query Manager

Enter a name to save this query as:

*Query: ‘

*Query Type: User

=Owner: Private hd

PS9FSTRN:s

PSOFSWEBDEV12 RcB Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Pace | =l

Description: ‘

Folder:

Query Definition:

OK Cancel
Don €4 Local intranet | Protected Mode: Off fa v H100% v
Step Action
66. Query names must be entered in ALL CAPS. Names can be up to thirty (30)
characters long. No spaces or special characters may be used in the name. An
underscore can be used to separate words used in the query name.
Enter the desired information into the Query field. Enter "VEND_LIST".
67. A Description may be added. The Description is thirty (30) characters long and is
not case sensitive.
Enter the desired information into the Description field. Enter "WVENDOR
ADDRESS LIST".
68. The Folder field is not used.
The Query Type is always User.
The Owner option defaults as Private and will remain as defaulted so that your query
cannot accidentally be saved as a Public query.
69. The Query Definition box is used to enter a longer description of the query. The use

of Query Definition is optional. You can also enter the date you created your query
in the Query Definition box.

Enter the desired information into the Query Definition field. Enter "THIS IS A
LIST OF VENDOR ADDRESSES".
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Step Action

70. Click the OK button.
oK
PS9FSTRN:s
PSY9FSWEBDEV12 RCB Home | Workist | AddtoFavorites | Signout
Favn'ntes MEII‘I'MEHU > Repurtwlg Tools > Ql@ry > Query Manager
Mew Window | Help | Customize Page | i
Records Query Expressions Prompts Fields Criteria Having View SQL Run
Query Name: VEND_LIST Description: VENDOR ADDRESS LIST Feed
View field properties, or use field as criteria in query statement enkal Sor
Fields Customize | Find | View Al | = | - First Kl 1.7 or7 B 1 ast
HWWWWﬁWMWW
1 AVENDOR_ID - Vendor ID Char10 Vendor ID Edit | =]
2 ANAMET - Name 1 Chard0 Vendor Name ? Edit | [=]
3 AADDRESS1 - Address Line 1 Char55 Address X Edt | (=]
4 ACITY - City Char3g City b4 Edit | [=]
5 ASTATE - State Char State % Edit | [=]
6 APOSTAL - Postal Code Char12 Postal b Edt | =]
7 AEFF_STATUS - Status as of Effective Date Char1 N Status 2 Edit =
&I Save As MNew Query Preferences Properties Publish as Feed Mew Union M‘
< [ | r
Done € Local intranet | Protected Mode: Off 457 B10% -

Step Action

71. The Run tab allows you to preview your query.

NOTE: It is recommended the final query be run from the Query Manager than
in the Run tab.

Click the Run tab.

72. The query results display in HTML format. Data cannot be manipulated in HTML
format. You can download the results to an Excel spreadsheet if you wish to make
changes to the spreadsheet.

73. 221,149 results have been retrieved for your spreadsheet. The first 100 options
display. You can use the arrows to move between pages, or use the Last and First
links to view the Last 100 options and return to the First 100 options.

NOTE: The number of results downloaded into Excel is limited. All 221,149
results will not download into Excel.
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PS9FSRPTe.:
PSIFSWEB2 oPS
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager
Mew Vindow | Heln | G Page | =
Records | Query ns | Prompts elds | Criteria | Having
Wiew Al | Rerun Query | Download to Excel | Download to XML ;ﬂ 1-1000f221148 ﬂ Last
vendor ID | Vendor Name Address City State | Postal  |Status
1 MEXT 26207 SEVEN MILE ROAD ANGIE LA 70428 A
2 0000000001 131 ROCLAY LAFAYETTE LA 70408 A
3 STEREOTAX 4320 FOREST PARK AVENUE STLOUIS WO 63108 A
4 ©102036 3214 BELT LINE ROAD SUITE 440 FARMERS BRANGH Tx 75234 A u
5 9B0051430 PLO.BOX 417 HAUGHTOM LA 71137 A
6 200000762 CI0 CASHIER'S OFFICE MNEW ORLEANS LA 70112 |
7 TBO094850 441 CUMMINGS ROAD WA BEACH WA 23452 A
8 760050170 2390 W CONGRESS STREET LAFAYETTE LA 70506 A
9 760040470 841 DOLPHIN COURT KEMMER LA 70065 A
10 7BO032710 INACTIVE NEW ORLEANS LA 70112 A
11 760032700 INACTIVE MEW ORLEANS LA 70112 A
12 TBO03ZH90 INACTIVE NEVY ORLEANS L& 701149 A
13 TEO032680 INACTIVE MAHWAH NJ 07430 A
14 760028570 INACTIVE BATON ROUGE LA 70801 A
15 TBO029520 INACTIVE NEW ORLEANS L& 70118 A
16 760023870 INACTIVE METAIRIE LA 70005 A
17 TBO0Z3810 2416 NORTH ATLANTA STREET METAIRIE LA 70003 A
18 TBO0Z3140 INACTIVE BATOMN ROUGE LA 70816 A
19 7E0022630 INACTIVE DENHAM SPRINGS LA 70726 A
20 7BO022560 INACTIVE PARADIS L& 70080 A
21 TEO022420 INACTIVE NEW ORLEANS L& 70118 A
22 742052129 ASEIGNEE FOR FLEETWOOD MEDICAL, INC PASADERA CA  01128-0305 A
23 720834212 2750 MWESTPORT DR PORT ALLEN LA 70767 A
24 720676264 4400 CYPRESS STREET WEST MONROE LA 71291 A
35 700333800 Cf0 CELL BIOLOGY & ANATOMY NEV ORLEANS L& 70112 |
al 2R 7NNARA44N N CASHIFR'S OFFICE NFW ORI FANS 1a 70114 | | . b
[ [ [ [ [ | [& Localinkranet | Protected Mode: OFF [vq = [Hio0s -
Step Action
74. Click the Fields tab.
75. A value in the XLAT column indicates a Translate Value may be being used. The

Translate Value is an abbreviated code for a field's description.

76. In this example, The EFF_STATUS has a XLAT value of "N". The XLAT column
can contain one of the following values:

N (None) - Displays in the query results as a single character value and assumes a
current date logic (i.e. Effective Date is equal to current date);

S (Short) - Displays in the query results as a 10-character value and uses a specified
effective date logic (i.e. Effective Date is equal to or less than current date; or

L (Long) - Displays in the query results as a 30-character value and uses a specified
effective date (i.e. Effective Date is equal to or less than current date).

77. In this example, the XLAT value is "N", so the value in the column will display as a
single letter in your query results:

A = Active or

I = Inactive.
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! PS Desktop - Citrix online plug-in

PS9FSRPTe.
PS9FSWEB2 DPS
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager
Mew Vindow | Heln | G Page | &
Fields
QueryName: TEST_QUERY_010814 Description: VENDOR LIST [ Feed
View field properties, or uge field as criteria in guery statemant Reorder/ Sort
C Find = [ L I
Col |Record.Fieldname Format |Ord |XLAT |Agg |Heading Text Add Criteria |Edit [
1 AVENDOR_ID - Vendor 1D Charli Yendor ID 9, Edit l:—‘
2 AMAMET - Name 1 Chardl Vendor Mame % edit | =
3 AADDRESST - Address Line 1 Char5s Address ? Edit | (=
4 ACITY - City Char3n ity L Edit | =]
5 AGTATE - State Charf State % Edit | =]
& APOSTAL - Postal Code Charl2 Postal % Edit | [=]
7 AEFF_STATUS - Status as of Effective Date Charl N Status ?, Edit l:—‘

Save Save As Mew Query  Preferences  Properties  Publish as Feed Hew Union Return To Search

4 | »
[ [ [ [ [ | [& Localinkranet | Protected Mode: OFF [vq - (R0 -

Step Action

78. Click the EFF_STATUS Edit button.
Edit
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PS9FSTRN:s
PSO9FSWEBDEV12 Rce
Favo_rﬂ:es MainvMenu > Report\gg Took > Qu_ery > Query Manager

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | &

Edit Field Properties

Field Name: A EFF_STATUS - Status as of Effective Date

Aggregate Translate Value

@ None

) No Heading @ RFT Short - @ None  (T) Short
- - ) Sum
© Text (O RFT Long © Count Effective Date for ShortiLong
Heading Text: © Min
Status - @ Current Date
) Max
*Uni i 3 ® =
ique Field Name: _) Average © Field
AEFF_STATUS

() Expression

Add Prompt Add Field

oK Cancel

Done €4 Local intranet | Protected Mode: Off fa v W100% v

Step Action

79. Click the Translate Value Long option.
) Long

80. The Effective Date for Short/Long defaults as Current Date and will remain as
defaulted.

81. Click the OK button.
Ok

82. The EFF_STATUS row now displays an "L" in the XLAT column. By changing the
Translate Value from "N" to "L", the query results will display "Active" instead of
an "A", and "Inactive" instead of an "I" in the Status column.
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PS9FSTRN:s

PSOFSWEBDEV12 Rce
Favo_rkes MainvMenu > Report\gg Tools » query > Query Manager

New Window | Help | Customize Page | B2l

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: VEND_LIST Description: VENDOR ADDRESS LIST () Feed
View field properties, or use field as criteria in query statement Reorder/ Sort
Fields customize | Find | View a1 | B | 8 First Kl 47 0p7 B Lot
HWWW]_]_IWW Edt  |Delete |

1 AVENDOR_ID - Vendor ID Char10 Vendor ID Edit | =]

2 ANAMET - Name 1 Char40 Vendor Name % Edt | =]

3 AADDRESS1 - Address Line 1 Char5s Address % Edt | (=]

4 ACITY - City Char30 city @ edit | [=]

5 ASTATE - State Charg State T Edt | (=]

6§ APOSTAL - Postal Code Char12 Postal ? Edt | (=]

7 AEFF_STATUS - Status as of Effective Date Chart L Status N4 Edt | (=]

Save As Mew Query Preferences Properties Publish as Feed MNew Union Return To Search

4 .

<=

Dene €5 Local intranet | Protected Mode: Off i H100% ~
Step Action
83. Click the Run tab.
84. The Status for each Vendor has changed from an "A" or "I" to "Active" or
"Inactive”
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PS9FSRPTe.:
PSIFSWEB2 oPS
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager
Mews pindow | Heln | © Page | =]
Criteria
Wigw All | Rerun Guery | Download to Excel | Download to bl 4110001221149 (] Last
Vendor ID | Vendor Hame Address City State| Postal | Status
1 MEXT 26207 SEVEN MILE ROAD ANGIE LA 70426 Active
2 0000000001 131 ROCLAY LAFAYETTE LA 70506 Active
3 STEREOTAXI 4320 FOREST PARK AVENUE BT LOUIS MO G308 Active
4 C102038 3214 BELT LINE ROAD SUITE 440 FARMERS BRANGH TX 74234 Active i
5 960051430 P.O.BOX 417 HAUGHTOM LA 71137 Active
6 200000762 CI0 CASHIER'S OFFICE MNEW ORLEANS LA 7012 Inactive
7 780094850 441 CUMMINGS ROAD WA BEACH WA 23452 Active
8 760050170 2380% CONGRESS STREET LAFAYETTE LA 70506 Active
9 760040470 841 DOLPHIN COURT KEMMER LA 70065 Active
10 7BO032710 INACTIVE NEW ORLEANS LA 70112 Active
11 760032700 INACTIVE MNEW ORLEANS LA 70112 Active
12 760032690 INACTIVE MNEW ORLEANS LA 70119 Active
13 7EO03ZB80 INACTIVE MAHWAH NI 07430 Active
14 760028570 INACTIVE BATON ROUGE LA 70801 Active
15 780029520 INACTIVE MNEW ORLEANS LA 70118 Active
16 760023870 INACTIVE METAIRIE LA 70005 Active
17 7e0023810 2416 NORTH ATLANTA STREET METAIRIE LA 70003 Active
18 7EO023140 INACTIVE BATOM ROUGE LA 7OB16 Active
18 760022580 INACTIVE DEMNHAM SPRINGS LA 70726 Active
20 7e0022560 INACTIVE PARADIS LA 70080 Active
21 TE0022420 INACTIVE NEW ORLEANS LA 70118 Active
22 742052129 ASEIGNEE FOR FLEETWOOD MEDICAL, INC PASADENA CA 91189-0305 Active
23 720834212 2750 N'WESTPORT DR PORT ALLEN LA 7O7E7 Active
24 720676264 4400 CYPRESS STREET WEST MONROE LA 71291 Active
25 700333800 CIO CELL BIOLOGY & ANATOMY MNEW ORLEANS LA 70112 Inactive
Al 2R TNNARAL4N CI0 CASHIFR'S OFFICE NFW ORI FANS 1A 7M1A Inarfive |
[ [ [ [ [ | [& Localinkranet | Protected Mode: OFF [vq = [Hio0s -

Step Action

85. Iick the Fields tab.
Field
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PS9FSTRNes:
PSOFSWEBDEVi2 Rcs Home | Worklist | _Addto Favoritss | _ Sian out
Favo_rﬂ:es MainvMenu > Repart\gg Tools » query > Query Manager
New Window | Help | Customize Page | B2l
Records Query Expressions Prompts Fields Criteria Having View SQL Run
Query Name: VEND_LIST Description: VENDOR ADDRESS LIST Feed
View field properties, or use field as criteria in query statement Reorder/ Sort
Fields customize | Find | View A1 BV 88 First Bl 4707 B Last
[col [pesorareimame [Fommst [0rd [RAT |Ava [fesumaTems  [AddCrieri [Eat[veiete
1 AVENDOR_ID - Vendor ID Char10 Vendor ID ? Edit .:1
2 ANAMET - Name 1 Char40 Vendor Name % Edt | [=]
3 AADDRESS1 - Address Line 1 Char55 Address b4 Edit | =]
4 ACITY - City Char30 city @ edit | [=]
5 ASTATE - State Charf State b4 Edit | =]
& APOSTAL - Postal Code Char12 Postal b4 Edit | =]
7 AEFF_STATUS - Status as of Effective Date Char1 L Status ? Edit .:1
Save As New Query Preferences Properties Publish as Feed New Unian Return To Search
O 0 ] v
Done €4 Local intranet | Protected Mode: Off fa v H100% v

Step Action

86. Just as you can Reorder the order in which fields (columns) display in your results,
you can also Sort the data results for multiple fields.

Click the Reorder/Sort button.
Reorder !/ Sort

87. Currently your results display by Vendor ID in ascending order.

In this example, you will sort results by State and then by City. You will enter a "1"
into the New Order box to the right of the State field, and a "2" into the New Order
box for City.

By making these changes, your results will sort first by Vendor Name in ascending
order. If there is more than one Vendor with the same name, then the results will sort
by City in ascending order.

88. If you wish to sort your results in descending order, check the box in the Descending
checkbox for the desired field. If Descending is selected, the D1 will display in the
Ord column on the Field tab to denote results will display in descending order.
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PS9FSTRN:s
PSO9FSWEBDEV12 Rce
Favo_rkes MainvMenu > Report\gg Tools » query > Query Manager

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | =l

Edit Field Ordering

Reorder columns by entering column numbers on the left. Columns |eft 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 | View A1 B0 1 B First B 17 0r7 IO Lot

New Column |Column |Record Fieldname Order By |Descending NewOrderBy

1 AVENDOR_ID - Vendor ID

2 ANAMET - Name 1

3 AADDRESS1 - Address Line 1
4 ACITY - City

5 A STATE - State

6 APOSTAL - Postal Code

OoooooO

7 AEFF_STATUS - Status as of Effective Date

Cancel

il

Dene €5 Local intranet | Protected Mode: Off v H100% -

Step Action

89. Enter the desired information into the EFF_STATUS - New Order By field. Enter
"1

90. Click the OK button.
Ok

91. The Ord column now displays a "1" for the EFF_STATUS field.

You query results will now sort by whether the vendor is Active or Inactive.
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PS9FSTRN:s
PSOFSWEBDEV12 Rce
Favo_rkes MainvMenu > Report\gg Tools » query > Query Manager

New Window | Help | Customize Page | B2l

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: VEND_LIST Description: VENDOR ADDRESS LIST () Feed
View field properties, or use field as criteria in query statement Reorder/ Sort
Fields customize | Find | View a1 | B | 8 First Kl 47 0p7 B Lot
HWWW]_]_IWW Edt  |Delete |

1 AVENDOR_ID - Vendor ID Char10 Vendor ID Edit | =]

2 ANAMET - Name 1 Char40 Vendor Name % Edt | =]

3 AADDRESS1 - Address Line 1 Char5s Address % Edt | (=]

4 ACITY - City Char30 city @ edit | [=]

5 ASTATE - State Charg State T Edt | (=]

6§ APOSTAL - Postal Code Char12 Postal ? Edt | (=]

7 AEFF_STATUS - Status as of Effective Date Chart 1 L Status N4 Edt | (=]

Save Save As New Query Preferences Properties Publish as Feed Mew Union Return To Search

<=

ER €5 Local intranet | Protected Mode: Off i #100% ~

Step Action

92. Click the Save button.
Save

93. Click the Return To Search button.
Return To Search
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PS9FSTRN:s
PSO9FSWEBDEV12 Rce
Favo_rﬂ:es MainvMenu > Report\gg Took > Qu_ery > Query Manager

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | Bl

Query Manager

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

Find an Existing Query | Create New Query

“Search By: QueryName *  begins with I

Search Advanced Search

Find an Existing Query | Create New Query

Done €4 Local intranet | Protected Mode: OFf fa v H100% v

Step Action

94. Enter the desired information into the Search By field. Enter "VEND".
95. Click the Search button.
Search
96. Once all changes have been made to your query, you will run your query from the
Query Manager page.

Any private queries associated with your user id will display first in your search
results.

Click the VEND_LIST HTML link.
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=ICQryNameURL =PRIVATELIST_YENDOR!

University Health™

Shreveport

lows Internet Exnplorer

@] https: fpsafs. lsuhsc edujpsc Fsrpt_3jEMPLOVEEIERR g/ ICAction=TcQryameURL=FRIvATE.LIST_vE ]| G |[ B [#2] x| [ Bng

Edit  View Favorites

Tools

Help

¢ Favorites (@ https:fipssfs.lsuhsc.edufpsc/fsrpt_3/EMPLOYEE/ERFY. .. |

- B - 0 s - Page- safety - Took - (@

»

LIST_VENDORS- VENDOR ADDRESS LIST

Wiew All

| SpreadShest | CEV TextFile xML File

Download results in© | Excel Soreadsheet

[4]1-100 07221148 [ ] Last

Vendor ID Vendor Hame Address City State Postal Status

1 5865496 8917 LINE AVE SHREVEPORT La 71106 Active

2 5850871 5450 N 33rd Ave FT LAUDERDALE FL 33309 Active

3 52207203 POBOX 9188 GAITHERSBURG MD  20898-9188 Active —

4 470868936 4808 PAGE DR METAIRIE La 70003 Active

5 440445100 P 0 BOX 863084 ORLANDO FL  32886-3004 Active

6 4404294 120 PEACHTREE CIRGLE NE ATLANTA GA 30309 Active

7 440412600 200 COMPASS CIRCLE MORTHKINGSTOWN Rl 02852 Active

g 440411500 F 0 BOX 6300 CARROLLTON TH 75011 Active

9 440248800 1331 PRYTANIA 5T MEW ORLEANS LA 70130-4386 Active

10 436117258 7624 OAKFOREST BLYD MARRERO LA 70072 Active

11 434553718 6311 RIVERBEND LAKES DRIVE BATON ROUGE LA 70820 Active

12 434459587 44163 WEDGEWOOD COURT HAMMOND La 70403 Active

13 434060015 7137 BAUVAGE 5T MARRERO LA 70072 Active

14 412102104 200 N MORGAN AVE BROUSSARD La 70518 Active

15 363893392 675 HEATHROW DRIVE UNCLONSHIRE IL 60064 Active

16 331131189 ATTN: LYNNE KIMNEY MEW ORLEANS LA 70112 Active

17 201358787 123 main BATON ROUGE La 70806 Active

18 200230754 INACTIVE - SEE COMMENTS AMARILLO TH 78121 Active

19 134261182 315 MAGAZINE STREET MEW ORLEANS LA 70130 Active

20 133026534 1620 OCEAN AVE UNIT #3 BOHEMIA MY 11716 Active

21 042808709 544 WEST DANE 8T BEVERLY MA 01915 Active

22 0000037572 2444 W 1BTH 8T CHICAGD IL 60608 Active

23 DO00D3TST 4104 OLD JEANERETTE ROAD MEW [BERIA LA 70563 Active

24 0000037570 DBAVIDMARISTANLEY STORAGE SWORKSPACE SYSTEMS PITTSBURGH PA 15241 Active -
[ [ [&i Localintranet | Protected Mads: Off [vq = (R0 -

Step Action

97.

Click the Excel Spreadsheet link.

Excel SpreadShest

You can download your results into an Excel spreadsheet if you wish to manipulate
your query results.

98.

NOTE: A message displays in red on Line 1 stating the query results are too large
and not all results were downloaded.
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=B x|
= s Microsaft Excel = = -
Home Insert Page Layaut Formulas Data Rewiew Wi Add-TIns @
_3 ‘* Arial Unicode b - 10 - | A° A7 | = Text - ij ﬁé ,’;‘ﬂ“ ?"’Insert' - ‘ﬁ ﬁ
- I Delete - | 9]~
- | (8o ol conamomt (o G| e | v FL 02
Clipboard Font = Alignment & Humber & Styles Cells Editing
a1 - fx | VENDOR 4DDRESS LIST ¥
B [Read-oniy] [Compatibility Mode] _ox
A ] 3 D
1 [MENDOR ADI| 221149 Query Result Set too Large. (50,545)Result of 'SQL Fetch' is over the maximur result size specified for the application server Modify your
2 |vendor ID |Vendor Name Jladdress [city Jst:
3 (5865498 8917 LINE AVE SHREVEPORT LA/
4 (5650871 5450 MY 33rd Ave FT LAUDERDALE FL
5 (622072086 FO BOX 9188 GAITHERSBURG ME
& (470868836 4808 PAGE DR METAIRIE LA
7 (440448100 F O BOX 263094 QRLANDO FL
g (1804204 120 PEACHTREE CIRCLE NE ATLANTA G
8 (440412800 200 COMPASS CIRCLE NORTH KINGSTOWN Rl
10 (440411600 F O BOX 6300 CARROLLTON TX
11 (440248800 1331 PRYTANIA ST NEW ORLEANS LA/
12 436117268 2624 OAKFOREST BLVD MARRERO LA
13 (434663718 8311 RIVERBEMD LAKES DRIVE BATON ROUGE LA
14 434459597 44163 WEDGEWOOD COURT HAMMOND LA
15 (434060015 2137 SAUVAGE ST MARRERQ LA/
16 (412102104 200 N MORGAN AVE BROUSSARD LA/
17 (363993392 675 HEATHROW DRIVE UNCLONSHIRE IL
18 (331131160 ATTN: LYNNE KINMEY MEW ORLEANS LA
19 (201358787 123 main BATON ROUGE LA/
20 200230754 INAGTIVE - SEE COMMENTS AMARILLO T
21 (134261182 316 MAGAZINE STREET NEW ORLEANS LA
22 (133028534 1820 OCEAN AVE UNIT #3 BOHEMIA N
23 (042808700 544 WEST DANE ST BEVERLY WA
24 [ooonosrsr2 2444 W 16TH ST CHICAGO IL
25 (0000037571 4104 OLD JEANERETTE ROAD NEW IBERIA LA
6 f0000azs70 DEA VIDMAR/STANLEY STORAGE SWORKSIPITTSEURGH L |
Ready \ O 100% (=) ! (+)

Step Action

99, Click the Close button.

File Edit iew Favorites Tools  Help
o Favortes (@ https:fjpsafs.lsuhsc. eduipsc/FsrptjfEMPLOVEEIERPi...| | i - - ) g - Page~ Safety~ Tooks+ @+
LIST_VENDORS- VENDOR ADDRESS LIST ]
Download results in . Excel GpreadSheet CSWTedtFile HMLFile (88901 kb)
View All [4]1-100 07221148 3] Last
Vendor ID Vendor Hame Address City State Postal Status
1 5865496 8917 LINE AVE SHREVEPORT LA 71108 Active
2 5850871 5450 N 33rd Ave FT LAUDERDALE FL 23300 Active
3 52207203 POBOX 9188 GAITHERSBURG MD  20898-9188 Active —
4 470868936 4808 PAGE DR METAIRIE La 70003 Active
5 440445100 F 0 BOX 863084 ORLANDD FL  32886-3094 Active
6 4404394 120 PEACHTREE CIRCLE NE ATLANTA GA 30309 Active
7 440412600 200 COMPASS CIRGLE MORTH KINGSTOWN Rl 02852 Active
g 440411500 F 0 BOX 6300 CARROLLTON TH 75011 Active
9 440248800 1331 PRYTANIA 5T MEW ORLEANS LA 70130-4386 Active
10 436117258 7624 OAKFOREST BLVD MARRERO LA 70072 Active
11 434553718 6311 RIVERBEND LAKES DRIVE BATON ROUGE LA 70820 Active
12 434459587 44163 WEDGEWOOD COURT HAMMOND La 70403 Active
13 434060915 2137 SAUVAGE 5T MARRERQ LA 70072 Active
14 412102104 200 N MORGAN AVE BROUSSARD La 70518 Active
15 363893392 675 HEATHROW DRIVE UNCLONSHIRE IL 60064 Active
16 331131189 ATTN: LYNNE KIMNEY MEW ORLEANS LA 70112 Active
17 201358787 123 main BATON ROUGE La 70806 Active
18 200230754 INACTIVE - SEE COMMENTS AMARILLO TH 78121 Active
19 134261182 315 MAGAZINE STREET MEW ORLEANS LA 70130 Active
20 133026534 1620 OCEAN AVE UNIT #3 BOHEMIA MY 11716 Active
21 042808709 544 WEST DANE 8T BEVERLY MA 01915 Active
22 0000037572 2444 W 1BTH 8T CHICAGD IL 60608 Active
23 DO00D3TST 4104 OLD JEANERETTE ROAD MEW [BERIA LA 70563 Active
24 0000037570 DBAVIDMARISTANLEY STORAGE SWORKSPACE SYSTEMS PITTSBURGH PA 15241 Active -
Done [ [ [ | |&& Localintranet | Frotected Made: OFF -
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Step Action

100.

Click the Close button.

PS9FSTRN:s
PSSFSWEBDEV12 RcB
Favorites

Query Manager

Enter any information you have and click Search

*Search By: QueryName

Search Advanced Search

Search Results

*Folder View: — All Folders —

Check Al UncheckAll |

Main'Manu > Reporting Tools > Query > Query Manager

Find an Existing Query | Create New Query

Add fo Favorites

Mew Window | Help | Customize Page | i

I

Leave fields blank for a list of all values.

h begins with [VEND

i

Custos w All| = | First K 1.5 or 15 B Last

’? ery Name. er @ Folder ’E ﬁ“ g‘(‘:e'l" m"’ Schedule

E VEND_LIST VENDOR ADDRESS LIST Private Edit  HTML  Excel XML Schedule

[F1  VENDOR Public Edit HTML  Excel XML Schedule

[] VENDORS_ADD_SEQ Public Edit HTML Excel XML  Schedule

[[] VENDORS_BU Public Edit HTML Excel XML  Scheduls

[7]  VENDORS_MISSING_MATCH_RULES Public Edit HTML  Excel XML Schedule

[[] VENDORS_SEB_N_SEHI SEB & SEHI Certified Vendors Public Edit HTML  Excel XML Schedule
[] VENDORS_W_AREA CODE_CHANGE Public Edit HTML Excel XML  Schedule
[[] VENDOR_BY_AGENCY Public Edit HTML Excel XML  Schedule B
[F1  VENDOR_COMM_LIST Vendor Group Quote by VndriD.  Public Edit HTML  Excel XML Schedule
[[1  VENDOR_COMM_LIST_2 Vendor Group Quote by Vndr1D.  Public Edit HTML  Excel XML Schedule
[] VENDOR ENTERED BY Public Edit HTML Excel XML  Scheduls
] VENDOR_FAX_NUMB Public Edit HTML Excel XML  Schedule
[]  VENDOR_FAX_NUMB_1 Public Edit HTML Excel XML  Schedule

Done TronmTTmnmnanmnanT il €& Locsl intranet | Protected Mode: Off v H10% -

Step Action

101. The VENDOR_

the future.

O]

Click the Checkbox to select the VENDOR_LIST option.

LIST query can be added to My Favorite Queries for easy access in
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Favorites

PS9FSTRN:x

PSOFSWEBDEV12 RcB

“Search By: CQueryName -

Search Advanced Search

Search Results

checkal |

MainvMenu > Report\gg Tools » query > Query Manager

Query Manager

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

Find an Existing Query | Create New Query

Degins with VEND

FolderView: —AlFolders— v

uncheckall |

Training Guide
BRF_Financials_Query 9 1

New Window | Help | Customize Page | B 4|

m

Find HLE'\ Firs(n-hmnﬁsuLas(
VEND_LIST VENDOR ADDRESS LIST Private Edit HTML Excel XML Schedule
[[] VENDOR Public Edit HTML Excel XML  Scheduls
[] VENDORS_ADD_SEQ Public Edit HTML Excel XML  Schedule
[ VENDORS_BU Public Edit HTML Excel XML  Schedule
[C]  VENDORS_MISSING_MATCH_RULES Public Edit HTML Excel XML Schedule
[[] VENDORS_SEB_N_SEHI SEB & SEHI Certified Vendors Public Edit HTML  Excel XML Schedule
[ VENDORS_W_AREA_CODE_CHANGE Public Edit HTML Excel XML  Schedule
[F]  VENDOR_BY_AGENCY Public Edit HTML Excel XML  Schedule L
[[] VENDOR_COMM_LIST Vendor Group Quote by VndriD.  Public Edit HTML  Excel XML Schedule
[ VENDOR_COMM_LIST_2 Vendor Group Quote by Vndr1D.  Public Edit HTML  Excel XML Schedule
[ VENDOR_ENTERED_BY Public Edit HTML Excel XML  Schedule
[F]  VENDOR_FAX_NUMB Public Edit HTML Excel XML  Schedule
[] VENDOR_FAX _NUMB_1 Public Edit HTML Excel XML  Scheduls
rommmmmm— ED €& Local intranet | Protected Mode: Off 3 v H100% -

Step

Action

102.

Click the button to the right of the Action field.

[]
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PSO9FSWEBDEV12 Rce
Favo_rkes MainvMenu > Report\gg Tools » query > Query Manager

Add to Favorites

New Window | Help | Customize Page | B

Query Manager

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

Find an Existing Query | Create New Query

“Search By: QueryName - begins with VEND

Search Advanced Search

Search Results

=Folder View: — All Folders — -

m

checkal | uncheckall | ~Action: — Chooss — ~  co

Gpy 10 User
Delete Selected

3

VEND_LIST VENDOR ADDRESS LIST Private Wave to Folder XML Schedule
Rename Selected
[[] VENDOR Public HTH XML Schedule
[] VENDORS_ADD_SEQ Public Edit HTML Excel XML  Schedule
[ VENDORS_BU Public Edit HTML Excel XML  Schedule
[C]  VENDORS_MISSING_MATCH_RULES Public Edit HTML Excel XML Schedule
[[] VENDORS_SEB_N_SEHI SEB & SEHI Certified Vendors Public Edit HTML  Excel XML Schedule
[ VENDORS_W_AREA_CODE_CHANGE Public Edit HTML Excel XML  Schedule
[F]  VENDOR_BY_AGENCY Public Edit HTML Excel XML  Schedule L
[[] VENDOR_COMM_LIST Vendor Group Quote by VndriD.  Public Edit HTML  Excel XML Schedule
[ VENDOR_COMM_LIST_2 Vendor Group Quote by Vndr1D.  Public Edit  HTML  Excel XML Schedule
[ VENDOR_ENTERED_BY Public Edit HTML Excel XML  Schedule
[F]  VENDOR_FAX_NUMB Public Edit HTML Excel XML  Schedule
[] VENDOR_FAX _NUMB_1 Public Edit HTML Excel XML  Scheduls
rommmmmm— Ell €& Local intranet | Protected Mode: Off 3 v H100% -

Step Action

103. Click the Add to Favorites option.

NOTE: Your security permissions will determine the options available in the
Action list.
| Add to Favorites |
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Fa\'o_rtes MainvMenu > Repart\gg Tools » querv > Query Manager

Home | Workist | AddtoFavortes |  Signout

New Window | Help | Customize Page | B+

Query Manager

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

Find an Existing Query | Create New Query

*Search By: QueryName - begins with VEND

Search Advanced Search

Search Results

*Folder View: — All Folders — -
checkal | uncheckall | ~Action: - L
Query Customize | Find a8 pist B g5 oras B Last
’; Query Name Descr ’@ Folder ’; “"';.'L" ';'['c“e'lc' ,':"““L'“ Schedule
VEND_LIST VENDOR ADDRESS LIST Private Edit HTML Excel XML Schedule
[[] VENDOR Public Edit HTML Excel XML  Scheduls
[] VENDORS_ADD_SEQ Public Edit HTML Excel XML  Schedule
[ VENDORS_BU Public Edit HTML Excel XML  Schedule
[C]  VENDORS_MISSING_MATCH_RULES Public Edit HTML Excel XML Schedule
[[] VENDORS_SEB_N_SEHI SEB & SEHI Certified Vendors Public Edit HTML  Excel XML Schedule
[ VENDORS_W_AREA_CODE_CHANGE Public Edit HTML Excel XML  Schedule
[F]  VENDOR_BY_AGENCY Public Edit HTML Excel XML  Schedule B
[[] VENDOR_COMM_LIST Vendor Group Quote by VndriD.  Public Edit HTML  Excel XML Schedule
[ VENDOR_COMM_LIST_2 Vendor Group Quote by Vndr1D.  Public Edit HTML  Excel XML Schedule
[ VENDOR_ENTERED_BY Public Edit HTML Excel XML  Schedule
[F]  VENDOR_FAX_NUMB Public Edit HTML Excel XML  Schedule
[] VENDOR_FAX _NUMB_1 Public Edit HTML Excel XML  Scheduls
rommmmmm— ED €& Local intranet | Protected Mode: Off 3 v H100% -

Step Action

104. Click the Go button.
=0

105. Your query is added to My Favorite Queries and displaces at the bottom of the page.
When you next navigate to Query, the My Favorite Queries section will display
automatically on the Query Manager Search page. You will not need to use the
Search By option to run this query in the future.

106. This completes Create and Format a Query.
End of Procedure.

Exercise 4

Create a Query Using Criteria Components

Procedure

In this topic you will learn how to Create a Query Using Criteria Components.
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PS9FSTST:x
PSO9FSWEBDEV11 Rce
Favorites  Main Menu

Search Menu:

Worklist Add to Favorites Sign out

Personalize

&)
E

Accounts Payable
Accounts Receivable
Allocations

Asset Management
Background Processes
Banking

Biling

Cash Management
Commitment Control
Cost Accounting
Customner Contracts
Customers
Development Utilities
Enterprise Components
General Ledger

Grants

Inventory

Irems

LSU Processes
PeopleTools
Procurement Contracts
Project Costing
Purchasing

Reporting Tools

SCM Integrations

Set Up Financials/Supply Chain
Tree Manager
Vendors

Worklist

D My Personalizations

v v v T T rrrwrwwrwrrrrvrvrvvrvvwvwvwvvrovrovovrov b

coooooocroooooocrooooococococoooococococo

hitps://ps3fsrch2 lsuhsc.edu/psp/fstst/EMPLOYEE/ERP/h/ € Local intranet | Protected Mode: Off hov H100% -

Step Action

1. Select the Main Menu link then click the Reporting Tools menu.
| 3 Reporting Tools "l

2. Click the Query menu.
| 03 Query ']

3. Click the Query Manager link.
| ] Query Manager |
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PS9FSTST:.
PSO9FSWEBDEV11 Rce
Favo_rﬂ:es MainvMenu > Report\gg Took > Qu_ery > Query Manager

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

“Search By: Query Name - begins with

Search Advanced Search

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | Bl

Find an Existing Query | Create New Query

Find an Existing Query | Create New Query

Done

€5 Local intranet | Protected Mode: Off 3o H100% -

Step Action
4. Click the Create New Query link.
|Create Mew Queg
5. Defining Criteria allows you to:
1. Reduce the number of rows of data returned in your results, and
2. Retrieve only the data you need at the time the query runs.
6. In this exercise, you will create a query listing Average Gross VVouchers for the time

period 11/01/2013 through 11/30/2013. The following Criteria will be applied:
1. Business Unit constant;

2. Invoice Date between 11/01/2013 and 11/30/2013; and

3. Post Status AP of Posted.
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PSIFSWEBDEV11  RcB Home | Workist | AddioFavortes | _Signout
Favo_rkes MainvMenu > Repomgg Took > Qu_ery > Query Manager

New Window | Help | Customize Page | =l

Records | Query | Expressions | Prompis | Fields | Criteria | Having | ViewSaL | Run

Query Hame: New Unsaved Query Description: Feed

Find an Existing Record
*Search By: Record Name ~  Dbegins with |

Search |advanced Search

&I Save As New Query Preferences Properties Publish as Feed New Unian Return To Search
O i ] v
Dene €& Local intranet | Protected Mode: Off v H100% -

7. Enter the desired information into the begins with field. Enter "VOUCHER".

8. Click the Search button.
Search

9. You are interested in retrieving data on AP vouchers, so the VOUCHER_AP option

will be selected.

Click the Add Record link.
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PSO9FSWEBDEV11 Rce Home | Worklist | AddtoFavorites | Signout
Favo_rﬂ:es MainvMenu > Report\gg Took > Qu_ery > Query Manager
New Window | Help | Customize Page | B+
Records Query Expressions Prompts Fields Criteria Having View SQL Run
Query Name: New Unsaved Query Description: Feed
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remaove from query. Add £ L
additional records by clicking the records tab. When finished click the fields tab. 1
Chosen Records
Alias Record
= A VOUCHER - AP Voucher Header Table Hierarchy Join =1
checkal | uncheckall | m
Find | view 200 First Bl 1.50 of 251 I Last
[[] B BUSINESS_UNIT - Business Unit %
] © VOUCHER_ID-VoucherID k4
E VOUCHER_STYLE - Voucher Style 2
il INVOICE_ID - Invoice Number %
] ERS_INV_SEQ - ERS Invoice Sequence T
] INVOICE_DT - Invoice Date 2
] VENDOR_SETID - Vendor SetiD k4
0 VENDOR_ID - Vendor ID %
B VNDR_LOC - Vendor Location %
= ADDRESS_SEQ_NUM - Address Sequence Number k4
] GRP_AP_ID - Control Group ID 2
B ORIGIN - Origin T
] OPRID -User ID %
E VCHR_TTL_LINES - Lines Entered 2
B CLOSE_STATUS - Close Status Indicator %
] ENTRY_STATUS - Entry Status s
B ACCOUNTING_DT - Accounting Date %
] POST_VOUCHER - Post Voucher Now T
s POST_STATUS_AP - Post Status %
] PROCESS_INSTANCE - Process Instance %
= A AR e A A eie e F T
O 0 ] v
Dene €5 Local intranet | Protected Mode: Off v H10% -

Step Action

10. You are transferred to the Query tab.
Select a field by clicking the checkbox to the left of the Field Name.

Click the BUSINESS_UNIT field.

O]

11. Click the VOUCHER_ID field

12. Click the INVOICE_DT field.

O]

13. Click the OPRID field.

0]

14. Click the POST_STATUS_AP and the GROSS_AMT fields.

15. Click the Fields tab.
Fields |

16. You can return to the Query tab to add or delete field.

Fields may be deleted on the Fields tab by clicking the Delete button (-). However,
fields cannot be added on the Fields tab.
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PS9FSTST:.

PSO9FSWEBDEV11 Rce
Favo_rkes MainvMenu > Repomgg Tooks > Qu_ery > Query Manager

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | B2l

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: New Unsaved Query Description: () Feed
View field properties, or use field as criteria in query statement Reorder/ Sort
Fields customize | Find | View a1 | B | 88 First KN 1.6 or g Bl Last
EﬁEEEEEEE?_____________EEE_WIMIH__TQE7€T___REEGEmn Er |
1 ABUSINESS_UNIT - Business Unit Chars Unit Edt | [=]
2 AVOUCHER_ID - Voucher 1D Char8 Voucher ? Edit I_—‘
3 AINVOICE_DT - Invoice Date Date Date T Edit | =]
4 AOPRID -UserID Char30 User k4 Edt | [=]
5 APOST_STATUS_AP - Post Status Char1 N Status L4 Edit | [=]
& AGROSS_AMT - Gross Invoice Amount SNm25.3 Gross Amt k4 Edit | [=]

Save As MNew Query Preferences Properties Publish as Feed Mew Union Return To Search

4 .

<=

Dene €4 Local intranet | Protected Mode: Off i

HA00% v

Step Action

17. Click the Save button.

NOTE: The query must be named when saved for the first time. The query must
be saved as a Private query. If a Public query is modified, you must save the
modified query as a Private query.

Save
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Favo_rﬂ:es MainvMenu > Report\gg Took > Qu_ery > Query Manager

Enter a name to save this query:

*Query: ‘

Description: ‘

Folder:

*Query Type:  User e
=Owner: Private hd

Query Definition:

OK Cancel

Home | Workist | AddtoFavortes |  Signout

New Window | Help | Customize Pace | =l

» University Health™ _Training Guide
Shreveport BRF_Financials_Query 9 1
PSOFSTSTes

Done €4 Local intranet | Protected Mode: Off fa v H100% v

Step Action

18. Enter the desired information into the Query field. Enter "AVG_GROSS_VCHR".

19. If desired, enter a longer description of the query in the Query Definition box.

Enter the desired information into the Query Definition field. Enter "AVERAGE

GROSS VOUCHER".
20. Click the OK button.
OK
21. Criteria are added to a query to filter or limit the results bases on specified

will be demonstrated in this topic. The methods are:

Method 1 - Add criteria from the Fields tab;
Method 2 - Add criteria from the Criteria tab; and/or
Method 3 - Add criteria from the Query tab.

parameters. There are three (3) methods for adding criteria to a query. Each method
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PS9FSTSTos
PSOFSWEBDEVi1  Rcs Homs | Worklist | _Addto Favoritss | _Sign out
Favo_rﬂ:es MainvMenu > Report\gg Took > Qu_ery > Query Manager
Mew Window | Help | Customize Pal ﬁ‘
Records Query Expressions Prompts Fields Criteria Having View SQL Run L J
Query Name: AvG_GROSS_VCHR Description: Feed
View field properties, or use field as criteria in query statement Reorder/ Sort
Fields customize | Find | View 41| BV ) 88 First B0 46 o6 I Lost
1 ABUSINESS_UNIT - Business Unit Chars Unit ? Edit ﬂ
2 AVOUCHER_ID - Voucher 1D Char8 Voucher ? Edit ﬂ
3 AINVOICE_DT - Invaice Date Date Date T Edit | =]
4 AOPRID -UserID Char30 User k4 Edt | [=]
5 APOST_STATUS_AP - Post Status Char1 N Status b Edit | [=]
& AGROSS_ANT - Gross Invoice Amount SNm25.3 Gross Amt k4 Edit | [=]
Save As New Query Preferences Properties  Publish as Feed MNew Unian Return To Search
O 0 ] v
Done €4 Local intranet | Protected Mode: Off fa v H100% v

Step Action

22. Method 1 - Add criteria from the Fields tab

In this example, Business Unit will be specified using a constant value to filter the
query results.

Click the Add Criteria button to the right of the BUSINESS_UNIT field.

23. Changes can be made to any of the components on the Edit Criteria Properties panel.
For this example, the Choose Expression 1 Type, Choose Expression 2 Type and
Expression 1, Condition Type will remain as defaulted.

24, By selecting the Add Criteria funnel for the BUSINESS_UNIT field on the Fields
tab, the fields name defaults into Expression 1.

25. The Condition Type determines how a query compares values specified in
Expression 1 and Expression 2. In this example you want to specify a Business
Unit, so the Condition Type will remain “equal to". Other Condition Type options
are available and will be demonstrated later in the topic.

26. Expression 2 defaults to the Constant option. Other options are available for
Expression 2 and will be demonstrated later in this topic. For this example a single
Business Unit will be specified as the Constant, so the system will retrieve data for
the specified Business Unit only. If the Business Unit designation is unknown, click
the Select Constant From List (magnifying glass) button.
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PS9FSTST:.

PSO9FSWEBDEV11 Rce
Favo_rﬂ:es MainvMenu > Report\gg Took > Qu_ery > Query Manager

Home | Workist | AddtoFavortes |  Signout

New Window | Help | Customize Page | &l

Edit Criteria Properties

Choose Expression 1 Type

Choose Record and Field

Record Alias.Fieldname:

@, ABUSINESS_UNIT - Business Uni

: equal to -

Consl.am.' | @,
e Sannery
oK Cancel
Dene €5 Local intranet | Protected Mode: Off 3o H100% -
Step Action
27. Enter the desired information into the Constant field. Enter "BRFHS".
28. Based on the criteria selected in Expression 1, Condition Type and Expression 2, the

system will retrieve data for the Business Unit equal to the Constant BRFHS. In
other words, only AP voucher data for the Business Unit BRFHS will be retrieved.

29, Click the OK button.
Ok
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PS9FSTST:.
PSO9FSWEBDEV11 Rce
Favo_rﬂ:es MainvMenu > Report\gg Tooks > Qu_ery > Query Manager
Records Query Expressions Prompts

Fields Criteria

Query Name: AVG_GROSS_VCHR Description:

View field properties, or use field as criteria in query statement.
Fields

Having

Customize | Find | View 21| B | 8

View 5QL Run

H’WWWW’_WW Edit  |Delete |
1 ABUSINESS_UNIT - Business Unit Chars Unit Edit | =]
2 AVOUCHER_ID - Voucher 1D Char8 Voucher ? Edit ._1
3 AINVOICE_DT - Invoice Date Date Date % Edt | (=]
4 AOPRID -UserID Char30 User L4 edit | [=]
5 APOST_STATUS_AP - Post Status Charl N Status T Edt | [=]
6 AGROSS_AMT - Gross Invoice Amount SNm25.3 Gross Amt ? Edt | [=]

v

Home | Workist | AddtoFavorites |

University Health™

Shreveport

Sign out

New Window | Help | Customize Page | Bl

Feed

Reorder/ Sort

B st Bl 1sore B et

Save

Save As

MNew Query Preferences Properties Publish as Feed

New Union

Return To Search

<

n

Criteria added successfully

€4 Local intranet | Protected Mode: Off

T

®100% -

Step

Action

30.

Method 1 Summary:
1. The Business Unit Add Criteria was selected, and

2. A Constant Business Unit value was specified on the Edit Criteria Properties

panel.
3. The system will retrieve AP voucher data for BRFHS only.

This completes the discussion of Method 1 - Add criteria from the Fields tab.

Click the Save button.
Save

31.

Method 2 - Add criteria from the Criteria tab

In this example, you will specify a date range for the INVOICE_DT.

C|ICk the Criteria tab.
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Step Action

32. As criteria are added to the query, they are listed on the Criteria tab.

The system filters data based on the "Logical" order of added criteria. The Logical
represents how criteria compare to each other.

If only one criterion is added, the Logical field will either be left blank, or the option
"NOT" may be selected. In this example the field is left blank, so data will be
retrieved for BRFHS only. If the ""NOT"" logical was used, the system would
retrieve all Business except BRFHS.

's' PS Desktop - Citrix online plug-in

PS9FSRPTe.:
PS9FSWEB2 DPS
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager
Mew Vindow | Heln | G Page | &
Criteria Having
Query Name: AvG_GROSS_VCHR Description: AVERAGE GROSS YOUCHER Feed
Add Criteria Group Criteria
Fin | B0 ) B it B o g B ot
ssssss Condition Type Edit Detete
| ABUSINESS_UNIT - Buginess Unit equal to BRI Edit j
Save As Mew Query P Propetties  Publish as Feed Mew Union Return To Search
. | o
[ [LT] [ [ | & Localinkranet | Protected Mode: OFF [5 ~ [®imw -

Step Action

33. Click the Add Criteria button.
Add Criteria
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Edit Criteria Properties

Choose Expression 1 Type

@ Field
) Expression

Choose Expression 2 Type
© Field
) Expression

© Constant
) Prompt
©) Subquery

oK Cancel

Favo_rkes MainvMenu > Repomgg Took > Qu_ery > Query Manager

Choose Record and Field

Record Alias.Fieldname:

@

*Condition Type:

equal to -

Define Constant

Constant: | @,

',;ﬁg University Health™

Shreveport

Home | Workist | AddtoFavortes |  Signout

New Window | Help | Customize Page | &l

Done

€5 Local intranet | Protected Mode: Off v H100% -

Step

Action

34.

When selecting Add Criteria on the Fields tab, the Field Name defaulted into
Expression 1. When adding criteria from the Criteria tab, the Field must be selected
using the Select Record or Field (magnifying glass) button.

Click the Select Field button.
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Favo_rkes MainvMenu > Repomgg Tooks > Qu_ery > Query Manager

Select a field

Select a record to show fields for

Customize | Find | B
Record Description
AP Voucher Header Table

Record
A VOUCHER

First I 4 of 4 I

how Fields

SnowF\eIds|

Training Guide
BRF_Financials_Query 9 1

New Window | Help | Customize Page | B

First B0 1.50 of 251 I Last

Select a field Customize | Find | ¥
ABUSINESS UNIT - Business Unit

AVOUCHER 1D - Voucher ID

AVOUCHER STYLE - Voucher Style

AINVOICE 1D - Invoice Number

AERS INV_SEQ - ERS Invoice Sequence
AINVOICE DT -Invoice Date

AVENDOR SETID - Vendor SetiD

AVENDOR D - Vendor ID

AVNDR LOC - Vendor Location

AADDRESS SEQ NUM - Address Sequence Number
AGRP AP ID - Control Group ID

AORIGIN - Origin

AOQPRID - User ID

AVCHR TTL LINES-Lines Entered

ACLOSE STATUS - Close Status Indicator
AENTRY STATUS - Entry Status

AACCOUNTING DT - Accounting Date

APOST VOUCHER - Post WVoucher Now

APOST STATUS AP -Post Status

APROCESS INSTANCE - Process Instance
ABUSINESS UNIT GL - GL Business Unit
APROCESS MAN CLOSE -Process Manual Close
ADST CNTRL ID - Accounting Template

ADUP INVOICE STATUS - Duplicate Invoice Status
AVOUCHER ID RELATED - Related Voucher

m

N

€4 Local intranet | Protected Mode: Off H100% v

%

Step

Action

35.

ﬁ.INUDICE DT - Invoice Date|

Click the A.INVOICE_DT - Invoice Date link.

PSOFSTST:s
PSSFSWEBDEV11  RcB
Favu'rites Main'Meﬂu > Reporting Tools > Query > Query Manager

Edit Criteria Properties

Choose Expression 1 Type

Choose Record and Field

Record Alias.Fieldname:

a,

*Condition Type:  equal to -

Choose Expression 2 Type

Choose Record and Field

Record Alias.Fieldname:

@, AINVOICE_DT - Invoice Date

oK Cancel

Mew Window | Help | Customize Page |

Done

*

€L Locsl intranet | Protected Mode: Off Ao W10% v
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Step Action

36. In this example, do not want the INVOICE_DT to equal a specific date. You want
the system to retrieve data using a specified range for the INVOICE_DT. Therefore,
the Condition Type must be changed.

Click the Condition Type list.

equal to - |
37. For this example, you want to specify a range of dates, so the between option will be
selected.

Click the between list item.
|between |

38. Once the "between" option is selected, the Expression 2 changes from a single
Constant field to multiple Constant fields so a date range can be entered.

Enter the desired information into the Constant field. Enter *11/01/13".

39. Enter the desired information into the Constant 2 field. Enter "11/30/13".

40. Based on the criteria selected in Expression 1, Condition Type and Expression 2, the
system will retrieve data for vouchers with an INVOICE_DT between 11/01/2013
and 11/30/2013.

41. Click the OK button.
Ol |
42. An additional row displays on the Criteria tab for INVOICE_DT.

The Logical field for INVOICE_DT defaults as AND, requiring the system to only
retrieve data meeting both criteria. If the Logical had defaulted to OR, the system
would have retrieved only data that met either criteria (i.e. the Business Unit does
not equal BRFHS, or the Invoice Date does not fall within the Invoice Date range).

Based on the selected criteria, the system will only retrieve vouchers for the BRFHS
Business Unit with an Invoice Date between 11/01/2013 and 11/30/2013.
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! PS Desktop - Citrix online plug-in

PS9FSRPTeus
PS9FSWEB2 DPS
Favovmtes Mavaenu > Report\rlg Tools > ngry > Query Manager
Mew Vindow | Heln | G Page | &
Query Name: &G YCHR_GRSS Description: AYERAGE GROSS VOUCHER Feed
Add Criteria | Group Criteria | Reorder Criteria |
ogical
| ABUSINESS_UNIT - Buginess Unit equal to
AND >| AJINVOICE_DT - Invoice Date hetween 2013-11-01 AND 2013-11-30 Edit | =
Save SaweAs  Mew Query P Froperties  Publish as Feed New Unian Return Ta Search
4 | »
[ [LT] [ [ | [&& Localinkranet | Protected Mode: OFF 5~ [®imw -

Step Action

43. Method 2 Summary:

Clicked the Add Criteria button on the Criteria tab;

Selected INVOICE_DT as the Field Name for Expression 1,

Changed the Condition Type from "equal to" to "between";

Entered the Invoice Date range 11/01/2013 through 11/30/2013;

. The system will retrieve vouchers with an Invoice Date between 11/01/2013 and
1/30/2013

RorwODOE

This completes the discussion of Method 2 - Add criteria from the Criteria tab.

Click the Save button.
Save

44, Method 3 - Add criteria from the Query tab

In this example, you will specify the POST_STATUS_AP equal "P" for "Posted".

Click the Query tab.

[ Query ]
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Favorites

MainvMenu > Report\gg Took > Qu_ery > Query Manager
ACCOUNTING_DT - Accounting Date
POST_VOUCHER - Post Voucher Now
POST_STATUS_AP - Post Status
PROCESS_INSTANCE - Process Instance
BUSINESS_UNIT_GL - GL Business Unit
PROCESS_MAN_CLOSE - Process Manual Close
DST_CNTRL_ID - Accounting Template
DUP_INVOICE_STATUS - Duplicate Invoice Status
VOUCHER_ID_RELATED - Related Voucher
GROSS_AMT - Gross Invoice Amount
GROSS_AMT_BSE - Base Gross Amount
TXN_CURRENCY_CD - Transaction Currency

RT_TYPE - Rate Type

e T i i = e e

Join CURR TXN VW -View %

built over currency codes
Join RT TYPE TBL-Markst %

Rate Data Tvpes

;515 University Health™

Shreveport

Worklist | Addto Favorites |  Sign out

m

RATE_MULT - Rate Multiplier ?
RATE_DIV - Rate Divisor %
BASE_CURRENCY - Base Currency ?
DSCNT_AMT - Discount Amount k4 B
DSCNT_AMT_BSE - Base Discount Amount K
DSCNT_PRORATE_FLG - Prorate Discount %
TAX_EXEMPT - Tax Exempt Flag T
USETAX_AMT - Amount ?
USETAX_AMT_BSE - Use Tax Amt Base Curr T
USETAX_PRORATE_FLG - Prorate Use Tax %
SALETX_AMT - Sales Tax Amount %
SALETX_AMT_BSE - Base Sales Tax Amount k4
SALETX_PRORATE_FLG - Prorate Sales Tax K
VAT_INV_AMT - VAT Invoice Amount %
VAT_INV_AMT_BSE - VAT Invoice Amt Base Curr %
VAT_NONINV_AMT - VAT Non-Invoice Amount ?
VAT_NONINV_AMT_BSE - VAT Non-Invoice Amt Base Curr k4
FREIGHT_AMT - Freight Amount %
FREIGHT_AMT_BSE - Base Freight Amount % 8
‘ i = ) v
€5 Local intranet | Protected Mode: Off v H100% -

Step

Action

45.

Click the Open Folder button next to A. VOUCHER if the fields are not displayed.

Click the Use as Criteria button located to the right of the POST_STATUS_AP

field

4

Page 64



‘ﬁ@Unwera Health™ ~ Training Guide
Shreveport BRF_Financials_Query 9 1

PS9FSTST:.
PSO9FSWEBDEV11 Rce
Favo_rﬂ:es MainvMenu > Report\gg Took > Qu_ery > Query Manager

Home | Workist | AddtoFavortes |  Signout

New Window | Help | Customize Page | &l

Edit Criteria Properties

Choose Expression 1 Type

Choose Record and Field

Record Alias.Fieldname:

@, APOST_STATUS_AP - Post Status

*Condition Type:  equal to -

Choose Expression 2 Type

Define Constant

) Expression .
® Constant Constant: | -

) Prompt
©) Subquery

oK Cancel

Dene €5 Local intranet | Protected Mode: Off 3 v H100% -

Step Action

46. You clicked the Add Criteria (funnel) on the Query tab for a specific field, therefore,
the field name defaults into the Expression 1 box. You want the
POST_STATUS_AP to equal a specific value, so the Condition Type will remain
"equal to". You will identify the POST_STATUS_AP value in Expression 2.
POST_STATUS_AP has several predefined value options.

Click the Select Constant From List button.
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PSOFSWEBDEV11 RcB

Home | Workist | AddtoFavortes |  Signout

Favo_rkes MainvMenu > Repomgg Took > Qu_ery > Query Manager
New Window | Help | Customize Page | =l

Select A Constant

Values customize | Find | View A1 B 8 irst B 43 o2 B Lt

Field Value Translate Long Name Translate Short Name Select Constant

N Payment Not Applied NotApplied Select Constant

P Posted Posted Select Constant

U Unposted Unposted Select Constant
Dene €5 Local intranet | Protected Mode: Off g v H10% v

Step

Action

47.

In this example, you want the POST_STATUS_AP value to be Posted, so the "P"
value will be selected.

Click the Select Constant link.
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PSO9FSWEBDEV12 Rce
Favo_rﬂ:es MainvMenu > Report\gg Took > Qu_ery > Query Manager

Home | Workist | AddtoFavortes |  Signout

New Window | Help | Customize Page | &l

Edit Criteria Properties

Choose Expression 1 Type

@ Field Choose Record and Field

() Expression Record Alias.Fieldname:

@, APOST_STATUS_AP - Post Status

*Condition Type: equal to -

Choose Expression 2 Type

© Field Define Constant
©) Expression

Constant: |F’ @,

@ Constant
) Prompt
©) Subquery

oK Cancel

Done €4 Local intranet | Protected Mode: Off fa v W100% v

Step Action

48. Click the OK button.

Ok

49, Click the Criteria link.

B

50. An additional row displays on the Criteria tab for POST_STATUS_AP.

The Logical field for POST_STATUS_AP defaults as AND, requiring the system to
only retrieve data meeting all three criteria. If the Logical had defaulted to OR, the
system would have retrieved only data meeting one of the criteria (i.e. the Business
Unit does not equal BRFHS or the Invoice Date does not fall within the specified
date range, or the Post Status does not equal Posted).

Based on the selected criteria, the system will only retrieve vouchers for the BRFHS
Business Unit, with an Invoice Date between 11/01/2013 and 11/30/2013, and
having a Post Status of Posted.
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PS9FSRPT:.s:
PS9FSWEB2 DPS
Favovmtes Mavaenu > Report\rlg Tools > ngry > Query Manager
Mew Vindow | Heln | G Page | &
Prompts Criteria Having
Query Name: AvG_vCHR_GRSS Description: AVERAGE GROSS WOUCHER Feed
Add Criteria | Group Cmena| Reorder Criteria |
s | E
[ =] ABUSINESS_UNIT-BusinessUnit  equalto BRFHS ﬂl =
AND | AINVOICE_DT- Invoice Date hetween 2013-11-01 AND 2013-11-30 ﬂl :1
AND ~| APOST_STATUS_AP - Post Status equal to P ﬂl (=]
i‘ SaveAs  NewQuery P Properties  Publish as Feed New Union w‘
4 | >
[ [ [ [ [ [§localinkranet | Protected Mode: OFF [7a - [®io0% -
Step Action
51. Method 3 Summary:
1. Clicked the Query tab;
2. Clicked the Add Criteria button on the Query tab for POST_STATUS_AP;
3. Selected "P" for Posted for Expression 2;
4. The system will retrieve vouchers with a Post Status of Posted.
If desired, you may navigating to the Run Tab to run your query. Click Run.
This completes the discussion of Method 3 - Add criteria from the Query tab.
Click the Save button.
Save
52. This completes Create a Query Using Criteria Components.
End of Procedure.

Edit and/or Delete Criteria

Procedure

In this topic you will learn how to Edit and/or Delete Criteria.
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Step Action

1. You can Edit and/or Delete Criteria from your query by utilizing the Edit link.

In this example, you will retrieve all vouchers regardless of whether the voucher
has, or has not, been Posted for BRFHS with an INVOICE_DT range of 11/01/2013
through 11/30/2013.

PS9FSTST:s

PSSFSWEBDEV11  RcB
Favorites  Main Menu > Reporting Tools > Query > Query Manager
wuSty marnaye: - M

Worklist | Addto Favorites |  Sign out

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

Find an Existing Query | Create Mew Query

“Search By: QueryName - Degins with AVG%
Search Advanced Search
Search Results Too many items met your search criteria. Only the first 300 items displayed.
*Folder View: — All Falders — - =
Check All Uncheck All =pction: — Choose — - Go

[ AVG_GROSS_VCHR Private Edit Excel XML Schedule

(=] ABARAT_BCCY_OVERTIME copy of private query Public Edit Excel XML Schedule

A ABARAT_EQUIPMENT_PO copy of private query Public Edit HTML  Excel XML Schedule I |

[7]  ABARAT_PAYMENTS_BY_PO copy of private query Public Edit HTML  Excel XML Schedule

(= ABARAT_PROCUREMENT_REPORT PO Activity Report/Analysis Public Edit HTML  Excel XML Schedule

[ ABARAT_PROFESS_SVC_INV_PYMT copy of private query Public Edit HTML  Excel XML Schedule

| ABARAT_TRAV_AND_DIR_PAY_VCHRS  copy of private query Public Edit HTML  Excel XML Schedule

[[]  ABARAT_VENDOR_ID_TRAVEL COPY OF PRIVATE QUERY Public Edit HTML Excel XML Schedule

[[] ACASE2_AC_JOURNAL_TABLES REVEN COPY OF PRIVATE QUERY Public Edit HTML  Excel XML Schedule

M ACCESS_AP_PMT_PERIOD_LSUSE Pmits for LSUSE by date range Public Edit HTML  Excel XML Schedule

[[]  ACCESS_AP_PMT_REG_LSUSE Pmts for LSUSE by date Public Edit HTML Excel XML Schedule

[C] ACCESS_AP_PMT_REG_LSUSH Pmits for LSUSH by date Public Edit HTML  Excel XML Schedule

[F]  ACCESS_AP_STATS_W_DATE_RANGE f;::““”e's EERENGED Public Edit HTML Excel XML  Schedule

[C] ACCESS_AP_VCHR_PERIOD_LSUSE AP Vouchers by date range Public Edit HTML Excel XML Schedule J
o [ ] »
Done € Local intranet | Protected Mode: Off v H10% -

Step Action

2. Click the Edit link.
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PS9FSTST:.
PSO9FSWEBDEV11 Rce
Favo_rkes MainvMenu > Repomgg Took > Qu_ery > Query Manager

Records Query Expressions Prompts Fields Criteria

Query Name: AVG_GROSS_VCHR Description:

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

Having View SQL

Run

New Window | Help | Customize Page | Bl

>

Home | Workist | AddtoFavorites |

University Health™

Shreveport

Sign out

Fields Customize | Find | View 2| B | 8
FWWWWI_WW ot

1 ABUSINESS_UNIT - Business Unit Chars Unit

2 AVOUCHER_ID - Voucher 1D Char8 Voucher ?

3 AINVOICE_DT - Invoice Date Date Date b4

4 AOPRID -UserID Char30 User k4

5 APOST_STATUS_AP - Post Status Char1 Status b

6 A.GROSS_AMT - Gross Inveice Amount SNm25.2 Gross Amt L4

[ Feed
Reorder/ Sort

First B 1.6 ore Bl Last

_en |
_Ea |
_Ea |
_en |
_Ea | =
_Ea |

Delete

Save

Save As

MNew Query Preferences Properties Publish as Feed

New Union

Return To Search

<

n

Done

€4 Local intranet | Protected Mode: Off

<=

HA00% v

Step Action

3. In this example you want to retrieve all vouchers, not just those with a Post Status of
Posted. You will, therefore, delete the criteria for the POST_STATUS_AP field.

Click the Criteria tab.
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'w PS Desktop - Citriz online plug-in

PS9FSRPTe.

PS9FSWEB2 DPS
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager

Mew Vindow | Heln | G Page | &

Query ns | Prompts elds | criteria [ Fiaving

Query Name: ayG_GROSS_VCHR Description: AVERAGE GROSS YOUCHER [ Feed

Add Criteria | Group Criteria | Reorder Criteria |

| ABUSINESS_UNIT - Buginess Unit equal to BRFHS Edit ;J

>| AJINVOICE_DT - Invoice Date hetween 2013-11-01 AND 2013-11-30 Edit | =
AND ~| APOST_STATUS_AP - Post Status equal to P Edit | =

Save Save As MNew Query P! Properties  Publish as Feed Mew Union Return To Search

[ 00 [ [ [ [ Localintranet | Pratected Mode: OfF

| Bl
[V - [ ®io0e -

Step

Action

Click the Delete (-) button for the POST_STATUS_AP criteria.

Click the Save button.
Save

Click the Run link to preview the query.
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PSOFSRPTes:
PS9FSWEB2 DPS Home | Ad |
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager
Mews pindow | Heln | © Page | =]
Wiew Al | Rerun Query | Download to Excel | Download to XML ;ﬂ 1-100 of 1077 ﬂ Last
Unit Voucher Date [ Status Gross Amt
1 BRFHE 00ooposzar 1140142013 NCLIFT P 681875.000
2 BRFHS oonoo4o0 1140142013 CEDWARZ P 487.500
8 BRFHE 00000416 11/03¢2013 WVCLIFT P 222880
4 BRFHE 00000424 110082013 WOLIFT P 2950.000 i
& BRFHS 00000477 11/07¢2013 WCLIFT P 218.580
g BRFHE onopo4a? 11/04i2013 LGARC1 P 14682.000
7 BRFHE ooooo4es 11/04/2013 LGARCT P 3|ETA10
8 BRFHS 00000488 11/04/2013 LGARC P 376.810
g BRFHE 00opo4an 11/04i2013 LGARC1 P 31254.610
10 BRFHS 0onoo4a1 11/04/2013 LGARC1 P 38325680
1 BRFHE 00000492 11/04i2013 LGARC1 P 30964 140
12 BRFHE 00000494 11042013 LGARCT P 124032.010
13 BRFHS 0onoo4as 11/04/2013 LGARC1 P 53586.010
14 BRFHE 00oposn3 11/04i2013 LGARC1 P 6748.550
15 BRFHE 00000504 11/04/2013 LGARCT P T496.840
16 BRFHS 00000505 11/04/2013 LGARC P 7505850
7 BRFHE 00000s0s 110412013 LGARCT P 3311.430
18 BRFHS 00noosny 11/04/2013 LGARC1 P 3609.930
18 BRFHE 00000508 11/04i2013 LGARC1 P 85670
20 BRFHE ooooos10 11/04i2013 LGARCT P 4697.040
2 BRFHS 0onooatt 11/04/2013 LGARC1 P 1918.210
22 BRFHE 00000512 11/04i2013 LGARC1 P 14443 460
23 BRFHS 00000413 11/04¢2013 LGARC1 P 364980
24 BRFHS 00000514 11/04/2013 LGARC P 18375.220
15 BRFHE 0000015 110412013 LGARCT P 111627.960
Al 7R RRFHS nnnnn&2a MM a wel IFT E ARAT 110 | . b
[ LT[ [ [ | & Localinkranet | Protected Mode: OFF [vq = (R0 -
Step Action

The first 100 options include only Posted vouchers.

Click the Last link to view additional results.

The last 100 options includes Posted vouchers, but also included vouchers that are
Unposted as well. The Unposted vouchers have a Status of "U".

Click the Criteria tab.
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¥ PS Desktop - Citrix online plug-in
PS9FSRPTe.
PSIFSWEB2 DPS

Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager

Mew Window | Heln | ¢
Records

Page \ =
FPrompts elds Criteria Having <Un

Query Name: ayG_GROSS_VCHR Description: AVERAGE GROSS YOUCHER [ Feed

Add Criteria | Group Criteria | Reorder Criteria |

Find | ot B 12 012 B Lo
Logical Expression1 Condition Type. Expression 2 Edit Delete
| ABUSINESS_UNIT - Buginess Unit equal to BRFHS Edit \J

AND >| AJINVOICE_DT - Invoice Date hetween 2013-11-01 AND 2013-11-30 Edit | =

Save Sawe As blew Guery P Eropetties  Publish as Feed Iew Unign Return To Search

|
Done

5
[ 00 [ [ [ [ Localintranet | Pratected Mode: OfF

[V - [ w00 -

Step Action

Criteria can be Edited as well as Deleted. In this example, you will Edit the Business
Unit criteria to include BRFHS and BRFHM.

Click the Edit button.
Edit
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PS9FSRPTe.:

PSOFSWEB2 DPS

Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager

Edit Criteria Properties

Choose Expression 1 Type

 Field
© Expression

*Condition Type:

Choose Expression 2 Type

€ Field
© Expression

 Constant
© Prompt
© Subquery

Ok Cancel

Choose Record and Field

Record Alias.Fieldname:

@, ABUSINESS_UNIT - Business Uni

equal to

Define Constant

Constant: [BRFHS @

'ﬁ‘g University Health™

Shreveport

Dione

A

| [6 Localintranst | Pratected Mode: OFF

[vq = (R0 -

Step

Action

10.

Click the

Condition Type list.

quualtn

=

The Condition Type must be changed so the system will retrieve vouchers for
BRFHS and BRFHM.

11.

Click the

in list option.

in list

The "in list" option allows you to specify multiple values for a field, in this case the
Business Unit field, rather than a single value. The system will match the
comparison values in the list when compiling results.

12.

Click the

Select List Members button.

Expression 2 is no longer a Constant value and will identify the comparison values
the system will match when compiling results.
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PS9FSTST:.
PSO9FSWEBDEV11 Rce
Fa\'o_rtes MainvMenu > Report\gg Took > Qu_erv > Query Manager

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | Bl

Edit List

No values have been added yet.

Value: Add Value Search
Add Prompt
oK Cancel

Done €4 Local intranet | Protected Mode: Off fa v W100% v

Step

Action

13.

On the Edit List page, you will add the values to be included in your list. In this
example, you are creating a list of Business Units. You must enter the Business Unit
identifier into the Value field in ALL CAPS.

Click in the Value field.

14.

Click the Add Value button to add the BRFHS Business Unit to your list.
Add Value

15.

You will repeat steps 14 and 15 until all Business Units have been added to your list.

Enter the desired information into the VValue field. Enter "BRFHS".

16.

Click the Add Value button.
Add Value

17.

Enter the desired information into the VValue field. Enter "BRFHM".

18.

Click the Add Value button.
Add value

19.

Click the OK button.
(]
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PS9FSWEB2 DPS
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager

Edit Criteria Properties

Choose Expression 1 Type
© Field Choose Record and Field
© Expression Record Alias.Fieldname:
@, ABUSINESS_UNIT - Business Uni

'ﬁ University Health™

Shreveport

*Condition Type: inlist
Choose Expression 2 Type

& In List
 Subquery

0K Cancel

Dione

[€& Localintranst | Pratected Mode: OFF

[vq = (R0 -

Step Action

20. Expression 2 now contains a list of Business Units values: BRFHS and BRFHM.
The system will retrieve vouchers associated with each of these Business Units.

Click the OK button.
Ok
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PS9FSRPTe.

PSIFSWEB2 DPS

Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager
Mew Vindow | Heln | G Page | &
Criteria
Query Name: 4vG_GROSS_VCHR Description: AYERAGE GROSS VOUCHER [ Feed

Add Criteria I Group Criteria | Reorder Criteria |

Expressiont Condition Type E: - Ex Delete
~| ABUSINESS_UNIT- Business Unit  inlist ¢ 'BRFHS" BRFHM) Edit | =

AND >| AJINVOICE_DT - Invoice Date hetween 2013-11-01 AND 2013-11-30 Edit | =

Save Sawe As blew Guery P Eropetties  Publish as Feed Iew Unign Return To Search

|
Done

i
[ 00 [ [ [ [ Localintranet | Pratected Mode: OfF

[V - [ w00 -

Step Action

21. Click the Save button.
Sawe

22. Click the Return To Search button.
Return To Search
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PS9FSTST:.
PSO9FSWEBDEV11 Rce
Favo_rﬂ:es MainvMenu > Report\gg Took > Qu_ery > Query Manager

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

“Search By: Query Name - begins with

Search Advanced Search

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | Bl

Find an Existing Query | Create New Query

Find an Existing Query | Create New Query

€5 Local intranet | Protected Mode: Off 3o H100% -

Step Action
23. Enter the desired information into the Search By field. Enter "AVG9%".
24. Click the Search button.
Search
25. Click the HTML link. This will open a new window.
26. Your results include vouchers for BRFHS and BRFHM with Invoice Dates between
11/01/2013 through 11/30/2013.
217. This completes Edit and/or Delete Criteria.

End of Procedure.

Create a Run Time Prompt

Procedure

In this topic you will learn how to Create a Run Time Prompt.
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Step Action

1. Run Time Prompts allow you to further refine your query results. When running
your query, the system will "prompt™ you to enter a value prior to retrieving results.

In this example, you wish to view results for each Business Unit separately and
determine the order in which you view them.

PS9FSTST:s
PSSFSWEBDEV12 RcB
Favu'ntes MEII‘I'MEHIJ > 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 Query

Sign out

Home | Workist | AddtoFavorites |

New Window | Help | Customize Page | B

*Search By: QueryName - AVG

Search Advanced Search

begins with

Search Results

“Folder View: —All Folders —

Checkal |

Query

AVG_GROSS_VCHR Private

Uncheck All | “action:

Runto (Runto (Runto
| Select | Query Name Descr Owner | Folder Edit HTML  |Excel XML | Schedule

e

Customize | Fina | view A1 ] B

—Choose —
First Kl 1 or 1 B ast

Edit HTML  Excel XML Schedule

Find an Existing Query | Create New Query

Done

€L Local intranet | Protected Mode: Off i v W10% <

Step Action
2. Click the Edit link.
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PS9FSTST:.
PSOFSWEBDEV12 Rce
Favo_rkes MainvMenu > Repomgg Tooks > Qu_ery > Query Manager

New Window | Help | Customize Page | B2l

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: AVG_GROSS_VCHR Description: () Feed
View field properties, or use field as criteria in query statement Reorder/ Sort
Customize | Find | oL First K 1.6 or 6 Bl Last
memy—y—yﬁm Bt [ookte |
1 ABUSINESS_UNIT - Business Unit Chars Unit Edt | [=]
2 AVOUCHER_ID - Voucher 1D Char8 Voucher ? Edit I_—‘
3 AINVOICE_DT - Invoice Date Date Date T Edit | =]
4 AOPRID -UserID Char30 User L4 Edt | [=]
5 APOST_STATUS_AP - Post Stalus Char1 N Status T Edt | [=]
§ AGROSS_AMT - Gross Invoice Amount SNm25.3 Gross Amt k4 Edit | [=]

Save As MNew Query Preferences Properties Publish as Feed Mew Union Return To Search

4 .

Done

<=

€4 Local intranet | Protected Mode: Off 43 H100% v

Step Action

3. Click the Criteria tab.
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PS9FSRPTe.

PS9FSWEB2 DPS
Favovmtes Mavaenu > Report\rlg Tools > ngry > Query Manager

Mew Vindow | Heln | G Page | &

Criteria

Query Name: ayG_GROSS_VCHR Description: AVERAGE GROSS YOUCHER [ Feed

Add Criteria | Group Criteria | Reorder Criteria |

Criteria

Loy Expression1 Condition Type

Fing | &1 | Frst Bl 12012 B Logt
Edit Delete

=] ABUSINESS_UNIT- Businass Unit  in list [ BRFHS BRFHM] Edit | =]

2013-11-01 AND 2013-11-30 Edit | [=]

Save Save As blew Guery P Eropetties  Publish as Feed

AND | AINVOICE_DT- Invoice Date hetween

Dlew Union Return To Search

[ 00 [ [ [ [ Localintranet | Pratected Mode: OfF

| Bl
[V - [ w00 -

Step

Action

Click the Edit button for the Business Unit criteria.
Edit
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PS9FSRPTe.:
PS9FSWEB2 DPS
Favovmtes Mavaenu > Report\rlg Tools > ngry 5 Query Manager
Mew Vindow | Heln | G Page | &
Edit Criteria Properties
Choose Expression 1 Type
@ Fioid Choose Record and Field
[ Expressiun Record Alias.Fieldname:
@, ABUSINESS_UNIT - Business Uni
*Condition Type: inlist
Choose Expression 2 Type
& In List
 Subquery
List ("' BRFHS BRFHM) a
Ok Cancel
Done [0 [ [ [ [ Localintranet | Pratected Mode: OfF [vq = (R0 -
Step Action
' H " 1] H H
5. The Condition Type will change to "equal to", so that you can specify, using a

prompt, which Business Unit you wish to view. In this example, using a prompt is
more efficient than creating a list that includes all Business Units.

Click the Condition Type list.

[Jin ist =]

6. Click the equal to option.

iequal to

7. On the "equal to" option is selected for the Condition Type, the Expression 2 Type
box displays a new list of options. The Expression 2 changes to Define Constant.

Click the Prompt option.

8. When Prompt is selected for Expression 2 Type, the Expression 2 box changes from
Define Constant to Define Prompt. Two (2) links have been added as well to the
Expression 2 link: New Prompt and Edit Prompt. Currently, there are no Prompts
identified, so the Edit Prompt option would not be selected at this time.

Click the New Prompt link.
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Step Action

9. Edit Prompt Properties

The Edit Prompt Properties is where you define
prompt properties and is comprised of the
following fields:

Field Name: The name of the field for which you are creating the prompt;

Type: Indicates the type of field (i.e. character, date, datetime, number, etc.);
Format: Specifies the format (i.e. Upper Case, Social Security Number, Mixed
Case, Zip

Code, etc.) of the field,

Length: The number of available characters;

Decimals: The number, if any, of Decimal places allowed;

Edit Type: Allows you to evaluate a value against a set of tables to determine if the
value

is valid;

10. Edit Prompt Properties (continued)

Heading Type: Defines whether the prompt heading is Text, RFT Short, or RFT
Long;

Heading Text: Displays the label for the prompt box;

Unique Prompt Name: A default value generated by the Query Manager; and
Prompt Table: This field is not used when creating simple queries.

PS9FSTST:s
PSO9FSWEBDEV12 RcB Home | Workist | AddtoFavorites | Signout
Favn'ntes MEII‘I'MEHIJ > Reporting Tools > Query > Query Manager
New Window | Help | Customize Page | B
Edit Prompt Properties
Field Hame: *Heading Type:
2 BUSINESS_UNIT RFTShoit ~
*Type: Heading Text:
Character hd Unit
*Format: “Unique Prompt Hame:
Upper hd BIND1
Length: 5
Decimals:
*Edit Type: Prompt Table:
Me Table Edit - @
OK Cancel
Done €L Locsl intranet | Protected Mode: Off #h v H100% ~
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Step Action

11. For this example, the Edit Prompt Properties page will remain as defaulted.
Click the OK button.
oK
12. The Prompt created displays in the Expression 2 box. Prompts are displayed in the

Criteria format ":number” (i.e. :1). Additional prompts may be created and would be
displayed as :2, :3, etc.

PS9FSTST:s
PSSFSWEBDEV12 RCB
Favn'ntes MEII‘I'MEHU > Reporting Tools > Query > Query Manager

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | B

Edit Criteria Properties

Choose Expression 1 Type

Choose Record and Field

© Field
) Expression Record Alias.Fieldname:

@, ABUSINESS_UNIT - Business Uni

*Condition Type:  equal to -

Choose Expression 2 Type

O Field Define Prompt
©) Expression .
© Constant Iy = “  NewPrompl EditPrompt

@ Prompt
© Subguery

oK Cancel

Done €& Local intranet | Protected Mode: Off i v H10% v

Step Action

13. Click the OK button.
OK
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PS9FSRPTe.

PS9FSWEB2 DPS
Favovmtes Mavaenu > Report\rlg Tools > ngry > Query Manager

Mew Vindow | Heln | G Page | &

Training Guide

Criteria

Query Name: AvG_GROSS_WCHR

Add Cmema‘l Group Criteria | Reorder Criteria |

Description: AYERAGE GROSS VOUCHER B Feed

Criteria

Fin | 8 | Fist K [ I
Lo Expressiont Condition Type

Edit Delete
| ABUSINESS_UNIT - Buginess Unit equal to Edit \ﬂ

2013-11-01 AND 2013-11-30 Edit | =

AND | AINVOICE_DT- Invoice Date hetween

Save Save As blew Guery P Eropeties

Dione

Eublish as Feed Dlew Union Return To Search

[ 00 [ [ [ [ Localintranst | Pratected Mode: OfF

| i

[V - [ w00 -

Step

Action

14.

Click the Save button to save the changes to your query.
Save
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PS9FSTST:.
PSOFSWEBDEV12 Rce
Favo_rkes MainvMenu > Repomgg Tooks > Qu_ery > Query Manager

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: AVG_GROSS_VCHR Description:

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

Customize | Find | \

1 ABUSINESS_UNIT - Business Unit Chars Unit

vont |0 pot B g o B Lot

[Col [Record Fieldname Format |Ord |[XLAT [Agg |Heading Text Add Criteria Edit Delete
%

University Health™

Shreveport

Sign out

New Window | Help | Customize Page | B2l

[ Feed
Reorder/ Sort

Edit | (=]

2 AVOUCHER_ID - Voucher 1D Char8 Voucher ? Edit I:—‘
3 AINVOICE_DT - Invoice Date Date Date % Edt | [=]
4 AOPRID -UserID Char30 User L4 edit | [=]
5 APOST_STATUS_AP - Post Status Charl N Status T Edt | [=]
§ AGROSS_AMT - Gross Invoice Amount SNm25.3 Gross Amt ? Edt | [=]
&I Save As MNew Query Preferences Properties Publish as Feed MNew Union Return To Search
< . ] +
ER €5 Local intranet | Protected Mode: Off @ v H100% -

Step

Action

15.

Click the Run tab.

You will now run the query to test the criteria changes.
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() S € | hitps:/psDfsech2suhscedu/psc/fsts_L/EMPLOYEE/ERP/q/ ICAction=ICQryNameURL=FPRI ~ £ | é3| X (=] ing P~
[ x Esnogt B &
i Favorites | 5% 4 LSU Health New Orleans €J PeopleSoft Support [ Suggested Sites ~ 2] LSU Health Sciences Center & Bing™ Traffic ~ 2] Free Hotmail ”
| @ nttps:fpsdfsrch2 suhsc.edufpsc/fstst LEMPLO... | | fi v B v = @ v Pagev Safety+ Took~ @~ ”I
AVG_GROSS_VCHR B
Unit:
Unit Voucher Date User Status Gross Amt
Done € Local intranet | Protected Mode: Off A v ®10% -

e R

8:47 AM Pl

" ummz ||

Step Action

16. Your Prompt displays. You will enter the Business Unit identifier into the Unit field.

The system will retrieve only vouchers for the Unit specified.

Enter the desired information into the Unit field. Enter "BRFHS".

17. Click the OK button.
(o]
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#% PS Desktop - Citrix online plug-in

PS9FSRPTe.:

PSIFSWEB2 oPS
Favovmtes Mavaenu > Report\rlg Tools > ngry > Query Manager

Mew Vindow | Heln | G Page | =
Prompts Criteria | Having
Unit = BRFHS
Wiew Al | Rerun Query | Download to Excel | Download to XML ﬂ 1-100 of 1077 ﬂ Last
Unit Voucher Date User Status [Show previous row (inactive button) (Al+,)

1 BRFHE 00ooposzar 1140142013 NCLIFT P 681875.000

2 BRFHS oonoo4o0 1140142013 CEDWARZ P 487.500

8 BRFHE 00000416 11/03¢2013 WVCLIFT P 222880

4 BRFHE 00000424 110082013 WOLIFT P 2950.000 i

& BRFHS 00000477 11/07¢2013 WCLIFT P 218.580

g BRFHE onopo4a? 11/04i2013 LGARC1 P 14682.000

7 BRFHE ooooo4es 11/04/2013 LGARCT P 3|ETA10

8 BRFHS 00000488 11/04/2013 LGARC P 376.810

g BRFHE 00opo4an 11/04i2013 LGARC1 P 31254.610

10 BRFHS 0onoo4a1 11/04/2013 LGARC1 P 38325680

1 BRFHE 00000492 11/04i2013 LGARC1 P 30964 140

12 BRFHE 00000494 11042013 LGARCT P 124032.010

13 BRFHS 0onoo4as 11/04/2013 LGARC1 P 53586.010

14 BRFHE 00oposn3 11/04i2013 LGARC1 P 6748.550

15 BRFHE 00000504 11/04/2013 LGARCT P T496.840

16 BRFHS 00000505 11/04/2013 LGARC P 7505850

7 BRFHE 00000s0s 110412013 LGARCT P 3311.430

18 BRFHS 00noosny 11/04/2013 LGARC1 P 3609.930

18 BRFHE 00000508 11/04i2013 LGARC1 P 85670

20 BRFHE ooooos10 11/04i2013 LGARCT P 4697.040

2 BRFHS 0onooatt 11/04/2013 LGARC1 P 1918.210

22 BRFHE 00000512 11/04i2013 LGARC1 P 14443 460

23 BRFHS 00000413 11/04¢2013 LGARC1 P 364980

24 BRFHS 00000514 11/04/2013 LGARC P 18375.220

15 BRFHE 0000015 110412013 LGARCT P 111627.960
Al 7R RRFHS nnnnn&2a MM a wel IFT E ARAT 110 | . b
Done [ [0 [ |&& Localintranet | Frotected Made: OFF [vq = (R0 -

Step Action

18. The BRFHS query results display.

Click the Close button.

19. This completes Create a Run Time Prompt.
End of Procedure.

Exercise 5

Query Manager enables you to create queries that include multiple-table joins. Joins retrieve data
from more than one record (table), presenting the data as if it came from one record. PeopleSoft
Query links the records, based on common columns, and links the rows to the two records by
common values in the shared columns.

Joined records must each include at least one field in both records that contain comparable data.
For example, if you want to join a Vendor record and a Voucher record, they both must contain a
common element, such as a VVendor ID field, to serve as a field on which the data can be

matched. Records can be joined on multiple fields so long as the fields have the potential to
supply matching information. Typically, but not always, records are joined on key fields. Key
fields are essentially the field(s) that make the record unique, and are shown in Query with a KEY
symbol next to them.

Using joins, you define relationships among fields when you query the records. The procedure
for joining records differs depending on how the records being joined are related to each other.
Query Manager uses three types of Joins:
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e Hierarchy Joins,
e Standard (Any) Joins, and/or
o Related Record Joins

Hierarchy Joins

Procedure

In this topic you will learn how to create Hierarchy Joins.

Step Action

1. A Hierarchy Join uses tables/records that are related through a parent-child
relationship. A child table is a table that uses all the same key fields as its parent,
plus one or more additional keys. Hierarchy Joins are the strongest of the three joins,
and are predefined in the system. This means the parent-child relationships are
already identified and defined within the system.

In this example, you will create a Hierarchy Join when the VENDOR_ADDR record
(child) is joined to the VENDOR table (parent).

PSOFSTRN:x Einanciais ReEy:

PSSFSWEBDEV11  RcB
Favorites  Main Menu

Personalize Content | Layout

€ Local intranet | Protected Mode: Off v R10% -

Step Action

2. Click the Main Menu button.
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Step

Action

3.

Click the Reporting Tools menu.
| [0 Reporting Tools "’|

Click the Query menu.
| 31 Query '|

Click the Query Manager menu.
| £ Query Manager |

PS9FSTRN:s

PS9FSWEBDEV11  RCB

Query Manager

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

Find an Existing Query | Create New Query

*“Search By: QueryName - begins with

Search Advanced Search

Find an Existing Query | Create New Query

Hnme | workist | AddtoFavorites | Signout

Favorites  Main Menu » Reporting Tools > Query > Query Manager

New Window | Help | Customize Pace | B2l

€5 Local intranet | Protected Mode: Off 3 v H10% -

Step

Action

Click the Create New Query link.

|Create Mew Cu.leg_d
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PS9FSTRNes
PS9FSWEBDEV11 RcB Home | Worklist | AddtoFavorites | Signout
Favo_rﬂ:es MainvMenu > Report\gg Took > Qu_ery > Query Manager
New Window | Help | Customize Page | =l
Records Query Expressions Prompts Fields Criteria Having View SQL Run
Query Hame: New Unsaved Query Description: Feed
Find an Existing Record
*Search By: Record Name ~ begins with |
Search |advanced Search
&I SaveAs  MewQuery Preferences Properiies Publish as Feed New Union m‘
O m ] v
Dene €& Local intranet | Protected Mode: Off v H100% -
Step Action
7. You will first search for the parent table/record.
Enter the desired information into the begins with field. Enter "VENDOR".
8. Click the Search button.
Search
9. Click the Add Record link for the VENDOR - Vendor Header Table option.
Add Record
10. When a record is selected, the system assigns an alias name to the record. When
using joins, the alias name determines the order of the joins. In this example, the
VENDOR table is given the alias "A" because it is the first record used.
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PS9FSTRN:s

PSOFSWEBDEV11 RcB

Home | Workist | AddtoFavorites |

'ﬂ‘g University Health™

Shreveport

Sign out

Favo_rkes MainvMenu > Repomgg Took > Qu_ery > Query Manager
New Window | Help | Customize Page | B+
Records Query Expressions Prompts Fields Criteria Having View 5QL Run
Query Hame: New Unsaved Query Description: Feed
Click folder next o record to show figlds. Check fields to add to guery. Uncheck fields to remove from query. Add L] A
additional records by clicking the records tab. When finished click the fields tab. 7
Chosen Records
Alias Record
= A VENDOR-Vendor Header Table Hierarchy Join =1
checkal | uncheckal |
Find | View ar First Kl 150 or 63 I Last
[l B SETID-SetiD Join SETID TBL -TableSet 7
bs
[ B VENDOR_ID-VendorID b
m VENDOR_MNAME_SHORT - Short Vendor Name %
] VNDR_NAME_SHRT_USR - Short Vendor Name k4
] VMDR_MAME_SEQ_NUM - Sequence Number %
] NAME1 - Name 1 i3
B NAME2 - Name 2 %
= VENDOR_STATUS - Vendor Status K
L] VENDOR_CLASS - Classification %
] VENDOR_PERSISTENCE - Persistence %
E REMIT_ADDR_SEQ_NUM - Remitling Address 2
= PRIM_ADDR_SEQ_NUM - Invoicing Address k4
] ADDR_SEQ_NUM_ORDR - Ordering Address R
B REMIT_SETID - Remit SetiD %
=] REMIT_VENDOR - Remit Vendor k4
|} CORPORATE_SETID - SetiD Join SETID TBL -TableSet 7
bs
= CORPORATE_VENDOR - Corporate Vendor ?
] CUST_SETID - Customer SetiD Join SETID TBL -TableSet %
bs
= ALST N Aecteaciny 2 s
O 0 ] v
Dene €5 Local intranet | Protected Mode: Off 3 v H100% -

11.

From the VENDOR table, you will select the
VENDOR_ID,

NAMEL1 and

VENDOR_STATUS fields.

Click the Select option.

12.

Click the checkbox in front of the VENDOR_ID field.

13.

Click the checkbox in front of the NAME1 and the VENDOR_STATUS fields.

14.

By clicking the Hierarchy Join link, all of the records that have a parent/child

relationship with the VENDOR table display.

Click the Hierarchy Join link.
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PS9FSTRN:s
PSO9FSWEBDEV11 Rce
Favo_rﬂ:es MainvMenu > Report\gg Took > Qu_ery > Query Manager

Home | Workist | AddtoFavortes |  Signout

New Window | Help | Customize Pace | =l

Select record for hierarchy join

Left | Right

[ VENDOR -Vendor Header Table
[ BIDDER 1D NBRS - Extra Bidder |dentifiers
[= VENDOR CONVER - Conversations with a Vendor
[= VENDOR D NBRS - Extra Vendor Identifiers
[ VENDOR INVOICE - Procurement Defaults
= VENDOR SPRO - Senvices Supplier Info
[= VNDR ADDR SCROL - Vendor Address Sequence
[= VENDOR ADDR -Vendor Address
&= VNDR CNTCT SCR-Vendor Contact
[= VENDORCNTCT LG - Vendor Contact Detail
[= VENDOR CNTCT - Vendor Contact Detail
[= VNDR CNTCT PHN - Vendor Contact Telephone Nbrs
= YNDR LOC SCROL - Vendor Location Sequence
[= VENDOR LOC - Vendor Location
[= VENDOR PAY -Vendor Payment Defaults
[= VENDOR TYPE - Vendor Type
[ VENDOR WTHD - Vendor Withholding Information
[= VYENDOR WTHD JUR - Vendor Withhold Ju
[= VNDR BANK ACCT -Vendor Bank Accounts
[= VNDR HOR IND CL-Vendor Header Ind Class. Codes
[= VNDR IBANK ACCT - Vendor Intermediary Bank Accts
= VNDR IND CLASS -Vendor Industry Class. Codes
[= VNOR LOC ID NBR - Vendor Loc|D Numbers
[ VNDR URL -Vendor URLs

Cancel

€5 Local intranet | Protected Mode: Off 3 v H100% -

Step Action

15. The VENDOR table is the parent record. The VENDOR_ADDR record is a child of
the VNDR_ADDR_SCROL record. The VNDR_ADDR_SCROL record is a child
of the parent record VENDOR table.

Click the VENDOR_ADDR - Vendor Address link.

|gENDGR ADDR - Vendor Address
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PS9FSTRNes
PSO9FSWEBDEV11 Rce
Favo_rites Ma'nvMenu > Reportrv\gTooE > Qu_ew > Query Manager

An effective date criteria has heen automatically added for this effiective dated
record. (139,600

4 n r
|pene € Local intranet | Protected Mode: Off hov H100% v

Step Action

16. An Effective Date message will display when a record is selected. This allows you
to modify the criteria and retrieve rows of data within a specified time frame. All
data will be retrieved with effective dates prior to the current date.

Click the OK button.
Ok

17. The "B" alias has been assigned for the VENDOR_ADDR record. The system will
first retrieve data for the "A" record and then the data for the "B" record.

18. Select the following fields from the VENDOR_ADDR record:
ADDRESS1

CITY

STATE

POSTAL
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PS9FSTRN:s
PSO9FSWEBDEV11 Rce
Favo_rkes MainvMenu > Repomgg Tooks » Qu_ery > Query Manager

Sign out

New Window | Help | Customize Page | B2l

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: New Unsaved Query Description: () Feed
View field properties, or use field as criteria in query statement Reorder/ Sort
Fields customize | Find | View a1 | B | 8 First Kl 47 0p7 B Lot
FWWWI_I_IWW = s |

1 AVENDOR_ID - Vendor ID Char10 Vendor Edt | (=]
2 ANAMET - Name 1 Char40 Name % Edt | [=]
3 AVENDOR_STATUS - Vendor Status Charl N Stalus b4 Edit | =]
4 BADDRESS1 - Address Line 1 Chars5 Address 1 A4 Edt | [=]
5 B.CITY - City Char30 City L Edit | (=]
6 B.STATE - State Char st b4 Edit | =]
7 BPOSTAL - Postal Code Char12 Pastal A4 Edt | (=]

Save As Mew Query Preferences Properties Publish as Feed MNew Union Return To Search

4 .

<=

Done € Local intranet | Protected Mode: Off h v HI00% v

Step Action

19. The Fields tab displays all the records and fields that are part of the current query.
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PS9FSTRN:s

PSOFSWEBDEV11  RcB

Favo_rkes MainvMenu > Repomgg Tooks » Qu_ery > Query Manager

Records Prompts Fields

Query Name: HIERARCHY_JOIN

Criteria

Description:

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

View SQL

University Health™

Shreveport

New Window | Help | Customize Page | B2l

[ Feed
Reorder/ Sort

Customize | Find | \ E First B 7oz B et
[Col[ieorarmmeme ~ |fommst [0 XAT [Auo [besdiaTest  [AcaCrterm[eat  Delete |
1 AVENDOR_ID - Vendor ID Char10 Vendor ? Edit El
2 ANAMET - Name 1 Char40 Name % Edt | [=]
3 AVENDOR_STATUS - Vendor Status Char1 N Stalus b4 Edit | =]
4 BADDRESS1 - Address Line 1 Chars5 Address 1 A4 Edt | [=]
5 B.CITY - City Char30 City L Edit | (=]
6 B.STATE - State Char st b4 Edit | =]
7 BPOSTAL - Postal Code Char12 Pastal A4 Edt | (=]
Save Save As Mew Query Preferences Properties Publish as Feed MNew Union

Return To Search

n

<
=)
<=

€4 Local intranet | Protected Mode: Off H100% v

Step

Action

20.

Click the Save As link.

PS9FSTRN:s

PSSFSWEBDEV11  RcB

Favu'rites Main'Meﬂu > Reporting Tools > Query > Query Manager

Enter a name to save this query as:

“Query: [HIERARCHY_JOIN

Description: ‘
Folder:

=Query Type: User
*Owner: Private -

‘Query Definition:

TEST FOR CLASS

OK Cancel

New Window | Help | Customize Page |

Done

*

€ Local intranet | Protected Mode: Off Ao W10% v

Page 96



.

University Health™
Shreveport

Training Guide
BRF_Financials_Query 9 1

Step

Action

21.

CLASS.

Click the OK
Ok

button.

Enter the name of your query. In this example we named the query
HIERARCHY _JOIN, you may what to add a Query Definition, such as TEST FOR

PS9FSTRN:s

PSSFSWEBDEV11  RCB

Records Query Expressions

Query Name: HIERARCHY_JOIN

View field properties, or use field as criteri
Fields

Prompts Fields Criteria

Description:

ia in guery statement.

Having View SQL Run

Customize | Find | View 21| B | 8

Hnme | workist | AddtoFavorites | Signout

Favorites  Main Menu > Reporting Tools > Query > Query Manager

New Window | Help | Customize Pace | B2l

]

Feed

Reorder/ Sort

First B 1.7 or7 Bl Last

FWWHWI_IWW Eat  [Detete
1 AVENDOR_ID - Vendor ID Char10 Vendor N4 Edit | (=]
2 ANAMET - Name 1 Char40 Name % Edt | [=]
3 AVENDOR_STATUS - Vendor Status Char1 Status 2 Edit =
4 BADDRESS1 - Address Line 1 Chars5 Address 1 A4 Edt | [=]
5 B.CITY - City Char30 City b Edit | (=]
& B.STATE - State Gharg st % Eat | (=]
7 BPOSTAL - Postal Code Char12 Postal N4 Edt | (=]

Save Save As New Query Preferences Properties Publish as Feed Mew Union Return To Search
4 m ] ¥
€5 Local intranet | Protected Mode: Off 43 v H10% ~

22. Click the Run tab to run and test your Hierarchy Join.

23. This completes Hierarchy Joins.

End of Procedure.

Standard (Any) Joins

Procedure

In this topic you will learn how to create a Standard (Any) Join.
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Step Action

1. Query Manager allows the creation of a join between two records (any record join)
by selecting your initial base record, then returning to the Record page to select the
second record.

Unlike Hierarchy Joins, Standard (Any) joins are not predefined in the system. You
must manually join the tables/records when using a Standard (any) Join.

When creating a Standard Join, the records you wish to join must have a common
key field for joining. Query will attempt to automatically join the records based on
the keys in each record.

2. In this example, you will join the PO_HDR record and the PO_LINE_DISTRIB
record to retrieve Purchase orders between a date range for a specific business unit
and find the merchandise amount and the department ID number.

PS9FSTRN:s
PSO9FSWEBDEV11 Rce
Fa\'o_rtes MainvMenu > Report\gg Took > Qu_erv > Query Manager

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | Bl

Query Manager

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

Find an Existing Query | Create New Query

“Search By: Query Name - begins with

Search Advanced Search

Find an Existing Query | Create New Query

Done €4 Local intranet | Protected Mode: OFf fa v H100% v

Step Action

3. Click the Create New Query link.

|Create Mew Queg
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PS9FSTST:.
PSO9FSWEBDEV12 Rce
Favo_rkes MainvMenu > Repomgg Took > Qu_ery > Query Manager

Records | Query | Expressions | Prompts | Fields | Criteria

Query Name: New Unsaved Query

Find an Existing Record

Description:

Having

View 5QL

Run

Training Guide
BRF_Financials_Query 9 1

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | =l

Feed

*Search By: Record Name

Search |advanced Search

~ begins with |

Save

Save As

New Query Preferences Properties Publish as Feed

New Union

Return To Search

<

n

Done

€& Local intranet | Protected Mode: Off v H100% -

Step

Action

Enter the desired information into the begins with field. Enter "PO_HDR".

Click the Search button.
Search

Click the Add Record link.
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PS9FSTRN:s
PSO9FSWEBDEV11 Rce
Favo_rkes MainvMenu > Repomgg Took > Qu_ery > Query Manager

Worklist | Addto Favorites |  Sign out

New Window | Help | Customize Page | EE

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: New Unsaved Query Description: [ Feed

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

m

Alias Record
5 A PO_HDR-Purchase Order Header Hierarchy Join =]
Checkal | uncheckall |

Find | View a1 First Bl 150 or 85 I Last
[] B BUSINESS_UNIT - Business Unit is
[[] B PO_ID-PO Number k4
] CHNG_ORD_BATCH - Change Order Number %
B PO_TYPE - PO Type %
] PO_STATUS - PO Status %
] HOLD_STATUS - Hold From Further Processing K3
= RECVY_STATUS - Receipt Status k4
] DISP_ACTION - Allow Dispatch When Appr R
] DISP_METHOD - Dispatch Method %
= CHANGE_STATUS - Change Order Status k4
] PO_DT - Purchase Order Date 2
B PO_REF - Purchase Order Referance T
] VENDOR_SETID - Vendor SetiD %
] VENDOR_ID - Vendor ID 2
B VNDR_LOC - Vendor Location k4
] PRICE_SETID - Price From Vendor SetiD R
lal PRICE_VENDOR - Price Vendor ID %
B PRICE_LOC - Price from Location 4
] PYMNT_TERMS_CD - Payment Terms ID %
B BUYER_ID - Buyer T
= — - npICM BA BN = =

L N

Step Action

7. Click the checkbox for the BUSINESS_UNIT field

0]

8. Click the checkbox for the
PO _ID field.

O]

9. Click the checkbox for the PO_DT field.
Click the Select option.

O]

10. Click the Fields tab to view the selected fields
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PS9FSTRN:s
PSO9FSWEBDEV11 Rce ome = @ Sign out
Favo_rkes MainvMenu > Repomgg Took > Qu_ery > Query Manager

New Window | Help | Customize Page | B
Records Query Expressions Prompts Fields

Criteria Having View SQL Run

Query Name: New Unsaved Query

Description: [ Feed
View field properties, or use field as criteria in query statement Reorder/ Sort
Fields customize | Find | View a1 | B | 8 First Kl 13 0r3 B 1ot
FWWWI_I_IWW = o |
1 ABUSINESS_UNIT - Business Unit Chars Unit Edt | (=]
2 APO_ID - PO Number Char10 PO No. % Edit ;_‘
3 APO_DT - Purchase Order Date Date PO Date b4 Edit | =]

Save As New Query Preferences  Properties

Publish as Feed Mew Union Return To Search

<

n

Done

]
€5 Local intranet | Protected Mode: Off i v H100% v

Step Action

11. Click the Add Criteria button for the BUSINESS_UNIT to add criteria.
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PS9FSTRN:s
PSO9FSWEBDEV11 Rce
Favo_rkes MainvMenu > Repomgg Took > Qu_ery > Query Manager

Edit Criteria Properties

Choose Expression 1 Type

Choose Record and Field

Record Alias.Fieldname:

@, ABUSINESS_UNIT - Business Uni

*Condition Type:  equal to -

Choose Expression 2 Type

Define Constant

) Expression
Constant: |

@ Constant

) Prompt

©) Subquery

oK Cancel

'ﬁ University Health™

Shreveport

Home | Workist | AddtoFavortes |  Signout

New Window | Help | Customize Page | &l

Done

€5 Local intranet | Protected Mode: Off 3o H100% -

Step Action

12. Enter the desired information into the Constant field. Enter "BRFHS".

13. Click the OK button.
Ok
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PS9FSTRN:s

PSO9FSWEBDEV11 Rce
Favo_rkes MainvMenu > Repomgg Took > Qu_ery > Query Manager

New Window | Help | Customize Page | B

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Query Name: New Unsaved Query Description: () Feed
View field properties, or use field as criteria in query statement Reorder/ Sort
Customize Flndl fiewe 2 | E | an 1303
1 ABUSINESS_UNIT - Business Unit Chars Unit Edt | (=
2 APO_ID - PO Number Char10 PO No. ?- Edit s_‘
3 APO_DT - Purchase Order Date Date

PO Date b4 Edit | =]
Save Save As New Query Preferences Properties Publish as Feed Mew Union Return To Search

<

n

Criteria added successfully

<=

€5 Local intranet | Protected Mode: Off i HI0% v

Step Action

14. Click the Add Criteria button to add a date range.

PS9FSTRN:s

PSSFSWEBDEV11  RcB
Favu'rites Main'Meﬂu > Reporting Tools > Query > Query Manager

Mew Window | Help | Customize Page |

Edit Criteria Properties

Choose Expression 1 Type

Choose Record and Field

Record Alias.Fieldname:

@, APO_DT -Furchase Order Date

*Condition Type:  equal to -

Choose Expression 2 Type

Define Constant

*Date:

oK Cancel

Done

+)

€L Local intranet | Protected Mode: Off

<

B ®10% ~
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Step Action

15. Click the between option from the drop-down list.
[ equal to - |

16. Enter the following date range: 11/01/13 - 11/30/13

Note: When creating queries it is optimal to select a smaller data sample for testing,
such as 11/01/13-11/30/13. This will result in a quicker run time, and make it easier
to test and troubleshoot your query.

Enter the desired information into the Date field. Enter "11/01/13".

17. Enter the desired information into the Date 2 field. Enter "11/30/13".
18. Click the OK button.

PS9FSTST:.s
PSO9FSWEBDEV12 RcB Home | Workist | AddtoFavorites | Signout
Favo'rites Main'Manu > Reporting Tools > Query > Query Manager
Mew Window | Help | Customize Page | i
Records Query Expressions Prompts Fields Criteria Having View SQL Run
Query Name: New Unsaved Query Description: Feed
View field properties, or use field as criteria in query statement Reorder/ Sort
Fields Customize | Find | View Al | B | 88 Fist B0 45 0r3 B Lot
Col | Record Fieldname Format |Ord |XLAT |Agq |Heading Text Add Criteria |Edit Delete
1 ABUSINESS_UNIT - Business Unit Chars Unit ?, Edit .:1
2 APO_ID - PO Number Ghar1o PO No. % Eat | (=]
3 APO_DT - Purchase Order Date Date PO Date 9, Edit .:1
Save Save As Mew Query Preferences Properties Publish as Feed MNew Union Return To Search
< | v
Done € Local intranet | Protected Mode: Off v ®10% -

Step Action

19. Click the Run tab.
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R
PS9FSRPTas
PS9FSWEB2 DPS
Faunvmtes Mam'Menu B Reunrtirlg Tools > quew > Query Manager
Mews Window | Hel | Custornize Page | 5 =]
wiew All | Rerun Query | Download to Excel | Download to XML & 1100 071493 ¥ Last
Unit PO Ho. PO Date
1 BRFHE 00000520 1140142013
2 ERFHS ogoo0s2 11012013
3 BRFHS 00000522 11012013 |
4 BRFHE 00000523 1140142013
] BRFHS 00000524 110172013
] BRFHE 00000525 1100102013
7 ERFHE 00000526 11012013
8 BRFHS 00000527 110172013
a BRFHE 00000528 1140142013
10 ERFHS 00000529 11012013
11 BRFHS 00000530 110102013
12 BRFHE 00000531 1160142013
13 BRFHS 00000532 110172013
14 BRFHE 06631773 1100102013
19 ERFHE 06631784 11012013
168 BRFHS 0BE31839 110172013
17 BRFHE 0BE31847 1140142013
18 BRFHS 06632110 110172013
19 BRFHS 06632131 110102013
0 ERFHE 06632182 11012013
21 BRFHS 0BE32183 110172013
22 BRFHE 06632184 1100102013
23 ERFHE 0BE36935 11012013
24 BRFHS 06645321 110172013
15 BRFHE 06645330 1140142013 -
4| | »
[Dene [ [T [ [ & Cocalintranet | Protected Mode: Off [#5~ [®Rwome -

Step Action

20. Click the Records tab to select the other record to join to the PO_HDR record.
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PS9FSTRN:s

PSO9FSWEBDEV11 Rce
Favo_rkes MainvMenu > Repomgg Tooks > Qu_ery > Query Manager

Add to Favorites

Sign out

New Window | Help | Customize Page | B
Records | Query | Expressions | Prompls | Fields | Criteria | Having | ViewSQL | Run

Query Name: New Unsaved Query Description: [ Feed

Find an Existing Record

*Search By: Record Name ~  Dbegins with |

Search |advanced Search

Search Results

First K 1.7 o 7 Bl Last

Join Record Show Fields

PO_HDR - Purchase Order Header Join Record Show Fields
PO_HDR_A - PO Activity Header Join Record Show Fields
PO_HDR_EC - Purchase Order Header Join Record Show Fields
PO_HDR_FS - Purchase Order Header Join Record Show Fields
PO_HDR_MISC - PO Header Miscellaneous Charge Join Record Show Fields
PO_HDR_PRYV - Purchase Order Header Join Record Show Fields
PO_HDR_STG - PO Header Staging Table Join Record Show Fields

Save Save As New Query Preferences Properties Publish as Feed Mew Union Return To Search

4 .

Lo

Done € Local intranet | Protected Mode: Off h v HI00% v

Step Action

21. Enter the desired information into the begins with field. Enter
"PO_LINE_DISTRIB".

22. Click the Search button.
Search

23. Click the Join Record link.

oin Record
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PS9FSTRN:s

PSO9FSWEBDEV11 Rce
Favo_rkes MainvMenu > Repomgg Took > Qu_ery > Query Manager

Home | Workist | AddtoFavortes | Signout

New Window | Help | Customize Page | &l

Select join type and then record to join with PO_LINE_DISTRIB - PO Line Accounting Entries.

@  Jointofilter and get additional fields (Standard Join)
@ Join to get additional fields only (Left outer join)

customize | Fin | B | 88 st B 4 or 4 B Lot

|A=PO HDR - Purchase Order Header

Cancel

Dene €5 Local intranet | Protected Mode: Off 3 v H100% -

Step Action

24. In the Join Type section, the system defaults to the "Join to filter and get additional
fields (Standard Join)". This should remain as defaulted.

Click the A =PO_HDR - Purchase Order Header link.

[o=PO HDR - Purchase Order Header
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PS9FSTRN:s

PSOFSWEBDEV11 RcB

Favorites

MainvMenu > Repomgg Took > Qu_ery > Query Manager

Auto Join Criteria

Query has detected the join conditions shown below.
Use the checkboxes to unselect the criteria that you do not want to add to the query and click
add criteria when done. The criteria added can always be modified later using the criteria tab.

5#! University Health™

Shreveport

Add to Favorites Sign out

New Window | Help | Customize Page | =l

ABUSINESS_UNIT - Business Unit = B.BUSINESS_UNIT - Business Unit
A.PO_ID - PO Number = B.PO_ID - PO Number
Add Criteria I Cancel
Dene €& Local intranet | Protected Mode: Off 3 v H100% -

Step

Action

25.

Click the Add Criteria button.

Add Criteria I
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PS9FSTRNes:
PS9FSWEBDEV11 RcB Addto Favorites |  Sign out
Favo_rkes MainvMenu > Repomgg Took > Qu_ery > Query Manager
New Window | Help | Customize Page | B+
Records Query Expressions Prompts Fields Criteria Having View 5QL Run
Query Name: New Unsaved Query Description: Feed
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remaove from query. Add L] 3
additional records by clicking the records tab. When finished click the fields tab.
Chosen Records
Alias Record
A PO_HDR - Purchase Order Header Hierarchy Join =] L
= g PO_LINE_DISTRIB - PQ Line Accounting Entries Hierarchy Join E]
Checkal | Uncheck All
[[] B BUSINESS_UNIT - Business Unit k4
[l & PO_ID-PO Number %
] B LINE_NBR-Line Number %
[[] B SCHED_NBR - Scheduls Number k4
[[] B DST_ACCT_TYPE - Accounting Entry Type 2
[[] B DISTRIB_LINE_NUM - Distribution Line %
] QTY_PO- Purchase Order Quantity T
E CURRENCY_CD - Currency Code 2
] MERCHANDISE_AMT - Merchandise Amount k4
] CURRENCY_CD_BASE - Business Unit Base Currency R
B MERCH_AMT_BSE - Merchandise Amount Base %
] LOCATION - Location Code Join L OCATION TBL - =
Location Definition
sl ACCOUNT - Account %
B ALTACCT - Alterate Account d
] DEPTID - Department %
B OPERATING_UNIT - Operating Unit %
B PRODUCT - Product %
] FUND_CODE - Fund Code 2
= 1488 FI N Mlace Field 4 2
O 0 ] v
Dene €5 Local intranet | Protected Mode: Off 3 v H100% -

Step Action

26. Click the checkbox for the MERCANDISE_AMT and the DEPTID fields.

0]

217. Click the Run tab to see if the join was successful.

28. The results for the Standard Join query displays.
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PS9FSRPTas
PSIFSWEB2 DPS
Faunvmtes Mam'Menu B Reunrtirlg Tools > quew > Query Manager
Mew Window | Help | Custornize Page | B 4|
wiew All | Rerun Query | Download to Excel | Download to XML & 1100 org02s (2] Last
[ PO Ho. PO Date Merchandise Amt Dept
1 BRFHS 0000520 110172013 550,000 2067430
2 BRFHS 00000520 11172013 3800.000 2067490
3 BRFHS 00000521 1100172013 0.000 2047100 |
4 BRFHE 0oopos21 110172013 0.000 2047100
& BRFHS 00000522 1100172013 326,760 2047100
[ BRFHS 00000522 11i01/2013 440,400 2047100
7 BRFHS 00000523 110172013 234.000 2047100
8 BRFHS 00000523 1100172013 227 7H0 2047100
a BRFHE 00oposz4 110172013 132,840 2067480
10 BRFHS 00000524 1100172012 0.000 2087490
1 BRFHS 00000524 1100172013 2.840 2067480
12 BRFHE 00ooposz4 110172013 9.080 2067400
13 BRFHS 00000524 1100172013 20360 2067440
14 BRFHS 00000525 11i01/2013 168500 2053460
15 BRFHS 00000525 110172013 167.760 2059460
16 BRFHS 00000525 1100172013 167240 2059460
17 BRFHE 00000525 110172013 150,870 2053460
18 BRFHS 00000525 1100172013 3357120 2059460
18 BRFHS 00000525 1100172013 143520 2058460
20 BRFHS 00000%25 1100172013 393120 2059460
n BRFHS 00000525 1100172013 273300 2059460
12 BRFHS 00000525 11i01/2013 533520 2053460
23 BRFHS 00000525 1100172012 219.590 2059460
24 BRFHS 00000525 1100172013 7148900 2059460
15 BRFHE 00000525 110172013 1153.520 2053460 -
< |
[ [ T T [ [ & Localintranet | Protected Mads: ff [#5~ [®Rwome -

Step Action

29, Click the Fields tab.
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PSO9FSWEBDEV11 Rce
Favo_rkes MainvMenu > Repomgg Tooks » Qu_ery > Query Manager
Records Query Expressions Prompts Fields Criteria
Query Name: STANDARD_JOIN Description:

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

Having

View SQL

Run

Training Guide
BRF_Financials_Query 9 1

Sign out

New Window | Help | Customize Page | B

[ Feed
Reorder/ Sort

1 ABUSINESS_UNIT - Business Unit Chars Unit Edt | [=]
2 APO_ID - PO Number Char10 PO No ? Edit | [=]
3 APO_DT - Purchase Order Date Date PO Date T Edit | (=]
4 BMERCHANDISE_AMT - Merchandise Amount SNm25.3 Merchandise Amt ? Edit I:—‘
5 B.DEPTID - Department Char10 Dept % edit | [=]
Save Save As Mew Query Preferences Properties Publish as Feed Mew Union Return To Search

n

€4 Local intranet | Protected Mode: Off HI0% v

Step

Action

30.

Click the Save As link to save your query.

PS9FSTRN:s
PSSFSWEBDEV11  RcB
Favu'rites Main'Meﬂu > Reporting Tools >

Enter a name to save this query as:

Query >

Query Manager

|STANDARD_JOIN

*Query:

Description: ‘

Folder:
“Query Type:  User -
*Owner: Private -
‘Query Definition:

TEST FOR CLASS

OK Cancel

Mew Window | Help | Customize Page |

Done

+)

€ Local intranet | Protected Mode: Off

<

B ®10% ~
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Step Action
31. Enter the name of your query and if desired, enter a longer description of the query

in the Query Definition box.

Click the OK button.
OK

32. This completes Standard (Any) Joins.
End of Procedure.

Related Record Joins

Procedure

In this topic you will learn how to create Related Record Joins.

Navigation: Click the Main Menu link>Reporting Tools>Query>Query Manager

Step Action

1. In a related join, you can automatically join two records based on a relationship that
has been predefined in the record designer. The Related Record Joins displays as a
link to the right of the field. The relationship between the fields has already been
identified, so no criteria needs be added.

Click the Create New Query link

2. In this example you will create a query to retrieve Inventory item ID, Manufacturer's
ID, and the Manufacturer's name.

In order to retrieve our data, we will need to join two records, the ITEM_MFG and
the MANUFACTURER.
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PS9FSRPTe.
PSOFSWEB1 DPS
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager

Records Query X Prompts

Criteria | Having

Query Name: New Unsaved Query Description: Feed

Find an Existing Record

“Search By: Recard Mame ~| hegins with |
Search Iﬁdvanced Search

Save Save As Mew Query Preferences  Properties  Publish as Feed Mew Union Return To Search

| i

[ [ [ [ [ | [& Localinkranet | Protected Mode: OFF [vq = [Hioms -

Step

Action

Enter the desired information into the begins with field. Enter "ITEM_MFG".

Click the Search button.
Search

Click the Add Record link.
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PS9FSRPTe.
PSOFSWEB1 DPS
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager

Home

Mews pindow | Heln | © Page | =]

Criteria

Query Name: Mew Unsaved Query Description: [ Feed

Click falder next1o record to show fields. Checkfields to add to guery. Uncheck flelds to remave from guery. Add 20
additional records by clicking the records tab. Yhen finished click the fields tab.
Chosen Records

Alias Record
[= a ITEM_MFG - ltern Manufacturer Table

CheckAll Uncheck All

Hierarchy Jain =

] Fllitn 1—55?5“
B sETID-setD %
I = INV_ITEM_ID- ftern ID k4
T B MFG_ID - Manufacturer 1D Join MANUFACTURER- T4 .
Manufacturer Table
r == MFG_ITM_ID - Manufacturer's ttem 10 ?,
r FREFERRED_MFG - ltem’s Preferred Manufacturer %

Save Sane As Mew Guery Preferences  Properties  Publish as Feed Iew Union Return To Search

»
[€& Localintranet | Protected Made: OFF [7a - [®Ri0% -

‘ |

pone I O A

Step Action

6. Select the following fields in the ITEM_MFG record:

SETID
INV_ITEM_ID
MFG_ID

7. Click the Fields tab.
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¥ PS Desktop - Citrix online plug-in
PS9FSRPTe.
PSOFSWEB1 DPS

Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager

Records | Query xpressions | Prompts | Fields | Criteria | Having

QueryName: ew Unsaved Query Description: [ Feed

View field properties, or uge field as criteria in guery statement Rearderf Sort

&
5 \F\r |

1 ABETID - SetiD Charg SetlD A3 edit | =]
2 AINV_ITEM_ID - ltem 1D Charls Itern 4 Edit | =]
3 AMFG_ID - Manufacturer D Chargd

Mg 1D 7 Edit | (=]
Save As Mew Query  Preferences  Properties  Publish as Feed Mew Unian Return To Search

| 3

[ [ [ [ [ | [& Localinkranet | Protected Mode: OFF [vq = [Hioms -

Step

Action

Note: Add Criteria to the SETID and INV_ITEM_ID fields to retrieve a small data
sample for testing.

Click the Add Criteria button for the SETID field.
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#% PS Desktop - Citrix online plug-in
PS9FSRPT s

PSOFSWEB1 DPS
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager

Home Addto Favortes | Signoout

Mew Vindow | Heln | G Page | &

Edit Criteria Properties

Choose Expression 1 Type

© Field Choose Record and Field
© Expression Record Alias.Fieldname:
@, ASETID- SetiD

*Condition Type: equal to

Choose Expression 2 Type

€ Field Define Constant

© Expression A
@ Constant Constant: | b

© Prompt

© Subquery

Ok Cancel

Done [ [ [ [ | & Localintranet | Pratected Mode: OfF [vq = [Hioms -

Step Action

9. Enter the desired information into the Constant field. Enter "BRFHS".

10. Click the OK button.
(o]

11. Click the add Criteria Button.

12. Select between from the Conditions Type drop-down list.

13. Enter the constants for Inventory items. In this example you are looking for
inventory item ID's between: 600000 - 600600.

14. Click the OK button.
Ok
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¥ PS Desktop - Citrix online plug-in
PS9FSRPTe.
PSOFSWEB1 DPS Home
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager

Mew Vindow | Heln | G Page | &
Fields

QueryName: New Unsaved Query

Description: [:] Feed

Reorderf Sort

Wiew field properties, oruse field as criteria in guery staternent,

[T
@WW@@E# m]ﬁ]ﬁ
1 ASETID - SetiD Charg SetiDr 9, Edit l:—‘
2 AINV_ITEM_ID - ltem ID Charlg Item L4 Edit | =]
3 AMFG_ID - Manufacturer D Charsn Mfg 1D ? Edit | (-

Save Save As Mew Guery  Preferences

Propetties  Publish as Feed Mew Union Return To Search

1

Criteria added succassfully

»
[ [ [ [ [ [ [& Localintranst | Protected Mode: CFf

[vq = [Hioms -

Step Action

15. Click the Run tab.
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#% PS Desktop - Citrix online plug-in

PS9FSRPTs:
PSOFSWEB1 DPS Home |
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager
Mews pindow | Heln | © Page | =]
Wigw All | Rerun Guery | Download to Excel | Download to bl 110001145 [ Last
SetiD tem Mg ID
1 BRFHE 600002 KEMDALL HEALTHCARE
2 BRFHS BO0O0S TYCO i KENDALL HEALTHCARE PRODUCTS
8 BRFHE 600010 BAXTER HEALTHCARE
4 BRFHE 600037 TGO § KENDALL HEALTHCARE PRODUCTS i
& BRFHS BO0OT 4 TYCO i KENDALL HEALTHCARE PRODUCTS
g BRFHE 600116 ETHICON
7 BRFHE 600234 TYCO i KENDALL HEALTHCARE PRODUCTS
8 BRFHS BO0266 BARD UROLOGICAL
g BRFHE 600262 BARD UROLOGICAL
10 BRFHS BO0272 JEIJETHICON WOLUNDCARE
1 BRFHE 600275 J&.1 S ETHICON WOUNDCARE
12 BRFHE 600275 JEJJETHICON WOLUNDCARE
13 BRFHS BO0276 GISH BIOMEDICAL
14 BRFHE 600277 COOK MEDICAL, INC
15 BRFHE B00278 ALLEGIANCE
16 BRFHS 600279 COOKING
7 BRFHE 600280 WYGON
18 BRFHS BO0282 JEIJETHICON WOLUNDCARE
18 BRFHE 600286 COOKMEDICAL, INC
20 BRFHE 600293 ETHICON
2 BRFHS 600312 FRESENIUS, USA
22 BRFHE 600324 FRESENMIUS, USA
23 BRFHS BO0348 ALCON LABS
24 BRFHS 600349 J&1 7 ADVANCED STERILIZATION PRODUCTS
15 BRFHE 600354 JE&J T ADVANCED STERILIZATION PRODUCTS
Al 7R RRFHS ANNAHS Al CON | ARS |
Done [ [ [ | [ Localintranst | Pratected Mode: OfF [vq = [Hio0s -
Step Action

16. Click the Query tab to Join the MANUFACTURER record.
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PS9FSRPTe.
PSOFSWEB1 DPS
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager

Records

Prampts elds | Criteria | Having

Query Name: New Unsaved Query Description: Feed
Click folder next to record to show fields. Check fields to add to guery. Uncheck fields to remaove from guery, Add
additional records by clicking the records tab. Yhen finished click the fields tab.

Chosen Records

£

Alias Record
[= a ITEM_MFG - ltern Manufacturer Table

CheckAll Uncheck All

Hierarchy Jain =

F B SETID-setD %
F = INv_ITEM_ID - fter ID k4
M B MFG_ID - Manufacturer ID Join MANUFACTURER - % =
Manufacturer Table
r == MFG_ITM_ID - Manufacturer's ttem 10 ?,
r FREFERRED_MFG - ltem’s Preferred Manufacturer %
Save SaveAs  MewQuery Preferences Properies Publishas Feed Hew Unian Return To Search

| »
[ [ [ [ [ | [& Localinkranet | Protected Mode: OFF [vq = [Hioms -

Step Action

17. Click the Join MANUFACTURER - Manufacturer Table link

Note: Like Hierarchy Joins, Related Record Joins are predefined in the system. The

relationship between the fields has already been identified, so no criteria needs to be
added.
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PS9FSRPTe.

PSOFSWEB1 DPS Home Adcl to Favotites.

Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager
Mew Vindow | Heln | G Page | &

Select join type

& Join to filter and get additional fislds (Standard Joir)

© Jointo get additional lelds only (Lefl outer jain)

OK Cancel
Done [ [ [ [ | [& Localintranet | Pratected Mode: Off [5 - [®imw -

18.

In the Join Type box, the "Join to filter and get additional fields (Standard Joins)
option defaults and should remain as defaulted.

Click the OK button.
Ok
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' PS Desktop - Citrix online plug-in

PS9FSRPT s
PSOFSWEB1 DPS Home |
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager
Mews pindow | Heln | © Page | =]
Criteria
QueryName: New Ungaved Query Description: Feed

Click falder next1o record to show fields. Checkfields to add to guery. Uncheck flelds to remave from guery. Add 2
additional records by clicking the records tab. Yhen finished click the fields tab.
Chosen Records

Alias Record
A ITEM_MFG - ltern Manufacturer Tahle Hierarchy Join =
= B MANUFACTURER - Manufacturer Tahle joined with A.MFG_ID - Manuracturer ID Hierarchy Join [=]

checkal | Uncheck All

First BN 1.6 o 5 Bl Lot

B SETID-SetD T ]
I B MFG_ID- Manufacturer ID %
r DESCRSHORT - Short Description ?
r DESCREO - Description k4
r UPN_TYPE_CD - UPN Type Code T
r LOCALLY_OWNED_FLG - Locally Owned %
Expand All Records Collapse All Recards

Save Save As New Query P Properties  Publish as Feed Mew Union Retumn To Search

1 | 3

Done [ [ [ | [ Localintranst | Pratected Mode: OfF [vq = [Hioms -

Step Action

19. Note: The (B) alias record has been assigned to the MANUFACTURER record.

Select the DESCR60 field to display the Manufacturer's name.
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! PS Desktop - Citrix online plug-in

PS9FSRPTus
PSOFSWEB1 DPS Home |
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager
Mews pindow | Heln | © Page | =]
Query Name: Mew Unsaved Query Description: [ Feed

ng Guide

Shreveport

Click falder next1o record to show fields. Checkfields to add to guery. Uncheck flelds to remave from guery. Add 20
additional records by clicking the records tab. Yhen finished click the fields tab.
Chosen Records

Alias Record

A ITEM_MFG - ltern Manufacturer Table Hierarchy Join (=]

= B MANUFACTURER - Manufacturer Tasle joinet with AMFG_ID - Manufacturer D Hierarchy Join 1=

checkal | Uncheck All
First KM 1.6 o1 s I
B SETID-SetD T ]
™ 5 WFG_ID- Manufacturer ID T
r DESCRSHORT - Short Description ?
o DESCREO - Description k4
- UPH_TYFE_CD - UPH Type Code %
r LOGALLY_OWHED_FLG - Locally Dwnad ks
Expand All Records Collapse All Records

Save Save As Mew Query  Preferences  Properties  Publish as Feed Iewr Union Return Ta Search

| 3

[ [ [ [ [ | [& Localinkranet | Protected Mode: OFF [vq = [Hioms -

Step

Action

20.

Click the Fields tab to view the fields you selected for your query.
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! PS Desktop - Citrix online plug-in

PS9FSRPTus
PSOFSWEB1 DPS Home | Ad
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager
Mew Vindow | Heln | G Page | &
Query ns FPrompts Fields Criteria
QueryName: ew Unsaved Query Description: [ Feed
View field properties, oruse field as criteria in gquery statement, Reorder/ Sort

o | B B st B g g B ot

[Col [Record Fielaname Format [ord [KLAT [ Add Criteria [Edit[Delete

1 ASETID - SetiD Chars SetiD N4 Edt | =
2 AINV_ITEM_ID - Itern 1D Charlg tern k4 edit | =
3 AMFG_ID - Manufacturer D Charsn Mfg 1D ? Edit | (-
4 B.DESCRA0- Description Char Descript L Edit | =]

Save As Mew Query Preferences  Properties  Publish as Feed Hewr Union Return To Search

‘ | i
Done [ [ [ | [ Localintranst | Pratected Mode: OfF [vq = [Hioms -

Step Action

21. Click the Run tab to view results.

22. If the query produced the desired results, you would save and name your query.
Click the Save As link.
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# PS Desktop - Citrix online plug-in
PS9FSRPT s

PSOFSWEB1 DPS
Favovmtes Mavaenu > Repnrtng Tools > ngrv > Query Manager

Mew Vindow | Heln | G Page | &

Enter a name to save this query as:

*Query: |RELATED_JoIN_TEST]

Description: ‘

Folder:

“Query Type: User |
“Owner: Private hd

Query Definition:

QK Cancel

Done [ [ [ [ | [& Localintranet | Pratected Mode: Off [vq = [Hioms -

Step Action

23. Enter the Query Name and if you like you can enter a Query Definition.

Click the OK button.
(o]

24, This completes Related Record Joins.
End of Procedure.

Exercise 6

Schedule A Single Query

Procedure
In this topic you will learn how to Schedule a Single Query.

NOTE: This topic demonstrates how to schedule one query at a time for view.
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Step Action

1. Queries may be scheduled through use of the Report Manager. This is a valuable
tool when a query is large and takes a long time to run. Scheduling your query
allows you to run the query at a time when there is less activity on the system.

In this exercise, you will schedule the VENDORS_SED_N_SEHI query torunin5
minutes.

sktop - Citrix online plug-i
PS9FSRPTe.
PSOFSWEB1 DPS
Favorites  Main Menu

Personalize Content | Layout Help

-
pane [ I [ [ [ | [& vLocalintranst | Protected Mode: ff [7a - [®io0w -
Step Action
2. Click the Main Menu button.
Mainlﬂenu
3. Click the Reporting Tools menu.
| Reporting Tools *|
4, Click the Query menu.
| Query a
5. Click the Query Manager menu.
||_°| Query Manager ]
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PS9FSRPT:.s:

PSOFSWEB1 DPS
Favovmtes Mavaenu > Report\rlg Tools > ngry 5 Query Manager

Mew Vindow | Heln | G Page | &

Query Manager

Enter any information you have and click Search. Leave fislds blank far a listof all values

Find an Existing Query | Create New Query

“Search By: [QueryName “|  beging with VENDORS]
Search Advanced Search

Find an Existing Query | Create New Guery

[ [ [ [ [ [ [& Cocalintranet | Frotected Mode: OFF [vq = (R0 -

Step Action

6. Enter the desired information into the begins with field.
Enter VENDORS.

Click the Search button.
Search

7. Click the Schedule link.

8. The system defaults you to the Add a New Value tab. A Run Control ID must be
added the first time you run a query.

The Run Control ID is used to access the Report Manager. The Run Control ID is:
1. Specific to the UserlD;

2. Can be entered in upper, lower or mixed case;

3. Can be up to 30 characters long; and

4. Must be one continuous string of words. It cannot contain any blank spaces. If
you wish to separate two words, connect them using an underscore.
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# PS Desktop - Citrix online plug-in

PS9FSRPTe.
PSOFSWEB1 DPS
Favovmtes Mavaenu > Report\rlg Tools > ngry 5 Query Manager

New indow | Help | £

Scheduled Query

Find an Bxisting Value Add a New Value

Query Name: [VEMDORS_SEB_M_SEHI
Run Control ID:

Add

Find an Existing Yalue | Add a Mew Value

4 | »
[ [ [ [ [ | [& Localinkranet | Protected Mode: OFF [vq = (R0 -

Step Action
9. Enter the desired information into the Run Control ID field.
Enter "SCHED_QUERY™.
10. Click the Add button.
Add
11. Enter the desired information into the Description field. Enter "WVENDOR
ADDRESS LIST".
12. Click the OK button.
]9
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#% PS Desktop - Citrix online plug-in

PS9FSRPTe.
PSOFSWEB1 DPS
Favovmtes Mavaenu > Report\rlg Tools > ngry 5 Query Manager
Mew Vindow | Heln | G Page | &
Process Scheduler Request
User ID: Run Control ID: SCHED_QUERY
server Name: | IR, ~ RunDate: 01109/201¢ [
Recurrence: a Run Time: [2:25:96FPM Resetta Current Date/Time
Time Zone: Q
Process List
Select |Description Process Hame Process Type “Tyne *Format Distribution
2 FEQUERY PSQUERY Application Engine  |Web x| | =T | Distribution
oK Cancel
Done [ [ [ [ | & Localintranet | Pratected Mode: Off [vq = [Hioms -

Step Action

13. You must select the Server on which the query will run. The Server is always
PSNT.

Click the Server Name list.

[ ||

14, Click the PSNT list item

15. You will schedule the query to run 5 minutes from the time displayed in the Run
time field. In this example, you will enter 3:00 PM into the Run Time field.

Enter the desired information into the Run Time field. Enter "3:00:56pM".

16. Click the OK button.
(o]
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PS9FSRPT:.s:

PSOFSWEB1 DPS
Favovmtes Mavaenu > Report\rlg Tools > ngry 5 Query Manager

Home |  AddtaF

Mew Vindow | Heln | G Page | &

Query Manager

Enter any information you have and click Search. Leave fislds blank far a listof all values

Find an Existing Query | Create New Query

“Search By: |QueryMame = begins with VENDORS
Search Advanced Search

Search Results
*Folder View: |- A/l Folders - B
checkal | Uncheckall | ~fction: |- Chonas — - Gy

Query El | i

First BN 1.4 ot o Bl Lot

’; Query Hame Descr ’E Folder ’T T ’ﬁ QULLL‘U Schedule
[~ VEMDORS_ADD_SEQ Pultlic Edlit HTML Escel ®ML  Sthedule
[~ VENDORS_BU Public Edit HTML Exel XML  Schedule
r VEMDORS_MISSING _MATCH_RULES Public Edit  HTML  Excel XML Schedule
[~ WEMDORS_SEB_M_SEHI SEB & SEHI Certified YVendars  Public Edit HTWML Excel xuL  Echedule

Find an Existing Query | Create Mew Query

Done [ [ [ [ | & Localintranst | Pratected Mode: Off [vq = [Hio0s -

Step Action

17. Once the scheduled time has elapsed, you can view the query results via the Report
Manager.

Click the Reporting Tools link at the top of the screen.

Feporting Tools

18. Click the Report Manager menu.
|D Fepart Manager
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'w' PS Desktop - Citrix online plug-in
jome

PS9FSRPTe.
PSOFSWEB1 DPS
Favovmtes Mavaenu > Report\rlg Tools : Report Manager
Mew Vindow | Heln | G Page | &
User ID: Type: | |Last B 1 Days > Refresh

Status: | j Fnlﬂar:l j Instance: ‘ to: |

Report
D Instanc 7
01/09/2014  Text Files

In 7BS1815 9471089 CERTIFIEDVEMDOR LIST , oo0oon bt

Posted  Details

SE\EEIAH E‘DeselectNI
%‘C\ickthe delete hutton to delete the selected repart(s)

Save

Administration | List | Explorer | Archives

| »
[vq = (R0 -

| [ Localintranst | Pratected Mode: OfF

Step Action
19. Click the CERIFIED VENDOR LIST link in the Description column to view the

results. This will open a new window.

NOTE: If multiple process, queries, and/or reports have been run by the user, the
most current will display at the top of the list.
CERTIFIED YENMDOR LIST
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% PS Desktop - Ci ine plug-in =1&lx]
/ = s Microsaft Excel = = -
_»j/; Home Insert Page layout Formulas Data Rewiew Wi Add-Ins L@
A Su - A A (D= a®| S senenl - fj P || Sm et Zw%?
B N alibri . A,, = enera £ ﬁ‘:t_‘ 1= P ouite - | [ ﬁ
Pasts e - = T e 0 .00 Conditional Format  Cell || .. Sort & Find &
T o | B [P B~ | 8 | ore stynet~ || B Format v | D+ pugers totertv
Clipboard & IF] Alignment ] Number IF} Styles Cells Editing
103 - ﬁv| ¥
] WENDORS_SEB_M_SEHE0471089 [Read-Only] - X
2 B [= D E F G H | K L E
1 Wendor Mame Type
2 3053 AMERICAMN OFFICE MACHINES INC SEH
3 3098 AMERICAN SUPPLY OF MORGAN CITY IMNC SEH
4 3098 AMERICAN SUPPLY OF MORGAN CITY INC SEH
3 3283 OFFICE PLANNING GROUF IMC SEH
6 3283 OFFICE PLANMING GROUP INC SEH
7 3292 AUDIOWISUAL MART INC SEH
8 3404 BURMNAR INDUSTRIAL CHEMICAL SEH
9 3429 BOUNDS WACULR SERVICE INC SEH
10 3477 TRI-PARISH RADIO COMMUMICATION [NC SEH
11 3614 MNATIOMNAL AMERICAN SALES CORP SEH
12 3614 MATIONAL AMERICAN SALES CORP SEH
13 3631 BUSINESS PRODUCTS INC SER
14 3631 BUSINESS PRODUCTS [NC SEH
15 3638 SOUTHEAST BUSINESS SYSTEMS INC SEH
16 3737 TEAL OFFICE PRODUCTS INC SEH
17 3778 WAYNE LEBLEU & AS50CIATES INC SEH
18 3805 DAVIS PRODUCTS COINC SEH
19 3908 HAMMOMND BUSIMNESS MACHIMES INC SEH
20 3970 COMPUTER 5ALES & SERVICES INC SEH
21 3988 MONROE OFFICE EQUIPMENT CO SEH
22 3988 MOMNROE OFFICE EQUIPMENT CO SEH
23 4031 5T GABRIEL IND HARDWARE SEH
Ready EEEET e ! )
= i
£7start @ Report Manager - Wi, | @ https:/{ps9fs lsuhse.... |ﬁ_§5 Microsoft Excel 2 1) 31"0;::1
Step Action
20. Once the results display, you can use any functionality in Excel to manipulate the
results.
Click the Close button.
21. This completes Schedule Queries.
End of Procedure.

Appendix
Copy a Query to Another User

Procedure

In this topic you will learn how to Copy a Query to Another User.

Page 131



Training Guide ' _ "
BRF_Financials_Query_9_1 £ 4 University Health

Shreveport

Step Action

1. Security access permitting, users may:

1. Add a query to Favorites;

2. Delete a query;

3. Copy a query to another user;

4. Move a query to another folder; and/or
5. Rename a selected query.

NOTE: Only Private queries may be Deleted, Copied, Moved, or Renamed. Public
queries can also be Added to Favorites.

In this exercise you will copy the AVG_GROSS_VCHR query to another user.

PSOFSTST:s
PSSFSWEBDEV12 RcB
Favn'rites Main'Menu > Reporting Tools > Query > Query Manager

Home | Workist | AddtoFavorites | Signout

Mew Window | Help | Customize Page |

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: aQueryName ~ begins with

Search Advanced Search

Find an Existing Query | Create New Query

Done € Local intranet | Protected Mode: Off Fh v HI0% v

Step Action

2. Enter the desired information into the Search By field. Enter "A".
3. Click the Search button.
Search
4, You must select the query you wish to copy. You will check the Select box to the

left of the Query Name to select a query.

Click the AVG_GROSS_VCHR option.

0]
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Action

Click the Action list.
— Choose — -

Private queries may be copied to another user and will display at the top of the query
search list. Your Private queries will not display in someone else's list.

Click the Copy to User option.

Click the Go button.
G0

You must enter the UserID (in uppercase only) of the person to whom you will
copy the query.
Enter the desired information into the User ID field. Enter "CHARO1".

Click the OK button.
Ok

10.

A message will display if the query was successfully copied. A message box will
also display if the query does not copy correctly.

11.

This completes Copy a Query to Another User.
End of Procedure.

Rename a Query

Procedure

In this topic you will learn how to Rename a Query.

Step

Action

1.

If your security access permits, you can rename your Private queries.
In this exercise, you will rename the AVG_GROSS_VCHR query.
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PS9FSTST:.
PSOFSWEBDEV12 Rce
Favo_rkes MainvMenu > Repomgg Took » Qu_ery > Query Manager

Worklist | Addto Favorites |  Sign out

New Window | Help | Customize Page | =l

| »

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 Query

“Search By: QueryName - Degins with A
Search Advanced Search E
Search Results Too many items met your search criteria. Only the first 300 items displayed.
*Folder View: — All Folders — h
Check All Uncheck All ~Action: CoPyto User - Go

[T AVG_GROSS_VCHR Private Edit HTML  Excel XML Schedule
(=] ABARAT_BCCY_OVERTIME copy of private query Public Edit HTML  Excel XML Schedule
| ABARAT_EQUIPMENT_PO copy of private query Public Edit HTML  Excel XML Schedule
/| ABARAT_PAYMENTS_BY_PO copy of private query Public Edit HTML  Excel XML Schedule
[C]  ABARAT_PROCUREMENT_REPORT PO Activity ReportiAnalysis Public Edit HTML Excel XML Schedule
(=] ABARAT_PROFESS_SVC_INV_PYMT copy of private query Public Edit HTML  Excel XML Schedule
A ABARAT_TRAV_AND_DIR_PAY_VCHRS  copy of private query Public Edit HTML  Excel XML Schedule
[7]  ABARAT_VENDOR_ID_TRAVEL COPY OF PRIVATE QUERY Public Edit HTML Excel XML Schedule
[[] ACASE2_AC_JOURMAL_TABLES REVEN COPY OF PRIVATE QUERY Public Edit HTML  Excel XML Schedule
[ ACCESS_AP_PMT_PERIOD_LSUSE Pmits for LSUSE by date range Public Edit HTML  Excel XML Schedule
[[]  ACCESS_AP_PMT_REG_LSUSE Pmits for LSUSE by date Public Edit HTML  Excel XML Schedule
[[]  ACCESS_AP_PMT_REG_LSUSH Pmits for LSUSH by date Public Edit HTML Excel XML Schedule
] i—\ A~cEee AD eTaTe w nate oanec AP Vouchers by OPER date B Coit__uTIN_ T o bl s e
€& Local intranet | Protected Mode: Off v H100% -
Step Action
2. Select the query you wish to rename by clicking the checkbox to the left of the

Query Name.

Click the AVG_GROSS_VCHR option.

3. Click the Action list.
| Copyto User - |

4. Click the Rename Selected option.
[Rename Selected |

5. Click the Go button.
G0
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PS9FSTST:.

PSOFSWEBDEV12 RcB

Home | Workist | AddtoFavortes |  Signout
Favo_rﬂ:es MainvMenu > Report\gg Took > Qu_ery > Query Manager

New Window | Help | Customize Page | =l

Rename Queries

Enter new names for the queries on the right

Rename Queries customize | Find | BV | B First B 1 op 1 I Lot

Query Name Owner New Hame

AVG_GROSS_VCHR Private |

OK Cancel

€5 Local intranet | Protected Mode: Off 3 v H100% -

Step Action

6. Enter the new name for your Private Query in the New Name field.

Enter the desired information into the New Name field.
Enter "AVG_GROSS VOUCHER".

7. Click the OK button.
0K
8. On the Query Manager page, you may confirm the query name has changed from
AVG_GROSS_VCHR to AVG_GROSS_VOUCHER.
9. This completes Rename a Query.

End of Procedure.

Clear, Remove and/or Delete a Query
Procedure

In this topic you will learn how to Clear, Remove and/or Delete a Query.
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Step Action

1. The My Favorite Queries section displays when a query has been added to your
favorites. You can remove a single query from the list, or you can clear all queries
from the list.

Removing or Clearing a query from My Favorite Queries does not delete the query
out of the system. It simply removes/clears it from My Favorite Queries. The
original query can still be found by using the Search By option on the Query
Manager page.

2. You can clear all queries from My Favorite Queries. You simply click the Clear
Favorites List button located under the My Favorite Queries section. This will delete
the My favorite Queries section from the page.

PSOFSTST:s *
PS9FSWEBDEV12 RcB Home | Workist | AddtoFavorites | Signout
Favorites | Main Menu > Repomgg Took > Qu'ery > Query Manager
New Window | Help | Customize Pace | B2l
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: QueryName - begins with
Search Advanced Search
Find an Existing Query | Create New Query
« My Favorite Queries ’7 ’ﬂr’mii First Kl 1.2 or2 I Last
AVG_GROSS_VOUCHER Private Edit HTWML Ex\ XML Schedule =]
RELATED_JOIN_TEST Private Edit HIML Excel XML  Schedule (=]
Clear Favorites List
Dene €5 Local intranet | Protected Mode: Off 3 v H10% -
Step Action
3. You can remove a single query by clicking the Remove (-) button.
Click the Remove button.

4, The My Favorite Queries section was deleted from the page. Had other queries been

saved in My Favorite Queries, removing a single query will not delete the section.
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Step Action

5. From time to time, you should review your Private queries and delete those queries
no longer used from the system. If you do not have the proper security to delete a
query, contact your SuperUser for assistance.

Enter the desired information into the Search By field. Enter "AVG".

6. Click the Search button.
Search
7. Private queries will display at the top of the search results list.

Click the VENDOR_LIST Checkbox.

&

8. Click the Action list.
| —Choose — - |
9. Click the Delete Selected option.
[Delete Selected |
10. Click the Go button.
Go
11. This warning message displays confirming you wish to delete the selected query.

Click ""Yes" to delete the query and ""No"" to keep the query.

Note: The query is then deleted and the screen returns to the Query Manager Search
page displaying the results for the previous search.

12. This completes Clear, Remove and/or Delete a Query.
End of Procedure.
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