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Human Resources Intermediate Query 9.1

Creating and Formatting a New Query

Create A New Query
Procedure

In this topic you will learn how to create a new query.

In this example the query will display the employee's name, emplid, department, original hire
date, and highest education level.

Step Action

1. Click the Main Menu button.

Point to the Reporting Tools menu.

Point to the Query menu.

PS9HRTRN:s
PSSHEWEBDEV11 Rc
Favarites | Main Menu

Persanalize Sarch Menu:

3 self Service
&3 manager seff Service
3 Workforce Administration
3 Benefits
3 Compensation
(3 Time and Labor
&3 Payroll for North America
3 Payroll Interface
33 Workforce Development
&3 organizational Development
{3 Enterprise Leaming
3 Workforce Monitoring
3 set Up HRMS
3 Reporting Tools 5
& Query
E C:BE‘:;E:;I:CESSES d Report Manager lj LR

[E] My Personalizations

»
>
»
»
»
»
>
»
»
>
»
»
>

Step Action

4, Click the Query Manager menu.
| |=| Query Manager
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PS9HRTRN:s0
PSSHEWEBDEV11 RcB
Favorites | Main Menu > Reporting Took > Query > Query Manager

Query Manager

rch. Leave fields blank for a list of all values.

+  begins with
Search

Find an Existing Query | Create New Query

Step Action

5. Click the Create New Query link.
[Create New Quen]
6. Adding Records:

The Records page is the first page that you will see when you click the Create New
Query link on the Search page.

You will select the information for your query on the Records page.

7. The Records page displays the records (tables) available to query in alphabetical
order. The list of records available to the end-user is determined by his/her security
rights (Operator ID).

The end-user may view existing records by selecting one of the following methods:
1. Click the Search button to view a list of records; or
2. Enter the appropriate search criteria (record name) into the

Search by field. The end-user may enter the full record name or

partial information in CAPS or lower case. Use the % (percent
sign) to act as a wildcard when searching.

8. In this example you will use fields from one record -- the EMPLOYEES record.

In order to find the record enter "employees" into the begins with field.
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Step Action

9. Click the Search button.
Search

PS9HRTRN:s0
PSOHEWEBDEV11 Rcs Home | AddtoFavortes | Sianout

Favorites - Main Menu > Reporting Took > Query > Query Manager

New Windaw | Help | Custamize Page | &
Records | Query | Expressions | Prompts | Fields | Criteia | Having | ViewSOL | Run

Query Name: New Unsaved Query Description: Feed

Find an Existing Record

*Search By: Record Name ~  begins with [EmPLOYEES

Customize | Find | View A1 ] 38 First B 4 o1 B ast
[Add Record Show Fields
EMPLOYEES - Non terminated Employees Add Record Show Fields

_Sme | Saess  MNewQuew Properties  Publish as Feed Mew Union Return To Searct

Step Action

10. The EMPLOYEES record displays in the Search Results.

Click the Add Record link to select the record and view the fields in that record on
the Query page.
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PS9HRTRNG:s
PSSHEWEBDEV11  RcB Home | Addio Favories | Sian out
Favgrites  Main Menu > Reporting Tooks > Query > Query Manager

eff date criteria has been automatically added for this effective dated

ective
d. (139,60)

Step Action

11. If the record is effective dated, a message will appear stating the effective date
criteria is automatically added.

Click the OK button if this message displays.

12. Selecting Fields:

The record and the fields in the record appear on the Query page. It is here that you
will select fields to build the query by clicking the checkbox in front of the field.

Note: You may click the checkbox to deselect a field or click the Uncheck All
Fields button to deselect all fields that are checked.

13. The Key symbol in front of the field indicates Key fields.

14. The Add Criteria symbol (funnel with a plus sign) allows you to add criteria from
the record itself. Adding criteria will be covered in the Working with Criteria and
Prompts section.
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Favgrites  Main Menu > Reporting Tooks > Query > Query Manager

Query Name: New Unsaved Query Description:

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

Records | Query | Expressions | Prompts | Fields | Criteria | Having | ViewSQL | Run

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove fram query. Add i

Chosen Records

PS9HRTRNG:s
PSYHEWEBDEV11  RCE Home | AddtoFavorites | Sianout

Mew Window | Help | Customize Page | B= +

Feed

Alias Record
5 A EMPLOYEES-Nonterminated Employees Hierarchy Join (=]
__ oneckw | uncheckn | I
Fields Fna|view 100 rirst B 150 or 220 B Lot
[[]  ® EWPLID-EmplID %
[ © EMPL_RCD - Empl Record =
] BIRTHDATE - Date of Birth %
=] BIRTHPLACE - Birth Location %
&l DT_OF_DEATH - Date of Death =
(] COUNTRY_NM_FORMAT - Format Using %
] NAME - Name %
&l NAME_INITIALS - Name Initials =
a NAME_PREFIX - Name Prefix Join NAME PREFIX TBL- %
Name Prefixes
o NAME_SUFFIX - Name Sufix Join NAUE SUFFIX TBL- %
MName SuffixTable
(] NAME_ROYAL_PREFIX - Name Royal Prefix %
B NAME_ROYAL_SUFFIX - Name Royal Suffix %
B NAME_TITLE - Title Join TITLE TBL -TiteTable %
&l LAST_NAME_SRCH - LastName =
] FIRST_NAME_SRCH - First Name %
& LAST_NAME - Last Name %
a] FIRST_NAME - First Name =
] MIDDLE_NAME - Middle Name %
B SECOND_LAST_SRCH - Second Last Name % |
< = = = — = = [ — ]| »
Step Action

15.

at the top of the list).

alphabetically button again.

Note: The fields default in hierarchical order (i.e. the Key fields in the record appear

Click the Sort fields alphabetically button to sort fields in alphabetical order.

You may return the fields to the hierarchical order by clicking the Sort fields

16.

Click the EMPLID checkbox.

17.

Click the NAME checkbox.

O]

18.

Click the HIGH_EDUC_LVL checkbox.

19.

L]

Click the Show next row (Alt+.) button.

20.

O]

Click the ORIG_HIRE_DT checkbox.

21.

Click the DEPTID checkbox.

o]
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Step

Action

22.

The Fields page displays the fields used in the query. You may format your query
layout on this page. This will be covered in Format a Query section.

Click the Fields tab.

PS9HRTRN:s0
PSOHEWEBDEV11 RcB Home | AddtoFavortes | Sianout

Favorites | Main Menu > Reporting Took > Query > Query Manager
New Windaw | Help | Custamize Page | &
Records | Query | Expressions | Prompis | Fields | Criteria | Having | ViewSQL | 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 B8 First B0 4.5 05 I Last
Col |Record Fieldname Format [Ord [KLAT [Aga [Heading Text Add Criteria [Edit  |Delete
1 AEMPLID - Empl ID Char11 D L Edit | [=]
2 ANAME - Name Chars0 Name ? Edat | (=]
3 AHIGHEST_EDUC_LVL - Highest Education Level ~ Char2 N Hi Educ Ly 2 Edt | (=]
4 AORIG_HIRE_DT - Original Start Date Date Start Date ? Edat | (=]
5 ADEPTID - Department Char1o Dept D 2 Eat | =]
SaveAs  NewQuery Propetties Publishas Feed New Union Return To Searcr
« m v

23.

On the fields page verify all the records needed for your results are listed.
If not, return to the query tab select/deselect the appropriate fields.

The Run tab allows you to see the query results before saving your query.

Click the Run tab.

24,

Click the Fields tab.

—

Fields
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PS9HRTRNG:s
PSSHEWEBDEV11 RCE
Favgrites . Main Menu > Reporting Took > Query > Query Manzager

Home | AddtoFavortes | Sionout

Mew Window | Help | Customize Page | &5

Records | Query | Expressions | Prompts Fields | Criteria | Having | ViewSQL | 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 B0 B First B0 4.5 0r5 BN Last
[Cot [Recorafielaname ~~~~~ [Format [ord [xAT [a0g [HeadingText  [Adacriteria[Ea  |Delete |
1 AEWMPLID -Empl ID Chari1 D 2 Edit | [=]
2 ANAME - Name Char50 Name ? Edit | [=]
3 AHIGHEST_EDUC_LVL - Highest Education Level  Char2 N Hi Educ Ly ? Edit | (=]
4 AORIG_HIRE_DT - Original Start Date Date Start Date ? Edit | [=]
5 ADEPTID - Department Char1o DeptID e Edt | [=]
Save As New Query Properties Publish as Feed MNew Union Return Ta Search

Step Action

25. Click the Save As link.
26. Enter the *Query Name.

Note: The Query Name may be entered in CAPS or lowercase (once you click OK
it will be converted to CAPS). The Query Name is limited to 30 characters. Spaces
or special characters are not allowed. The end-user may opt to use the underscore ()
to separate the words

Enter "EMPLIST".

217. Enter the Description.

Note: The Description is limited to 30 characters and it may contain spaces or
special characters. The Description may be entered in CAPS, lowercase or mixed
case, but will appear the way it has been entered.

Enter "employee list".

28. Enter the Query Definition.

Enter "list of employee and their highest education level™.
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PS9HRTRNG:s

PSSHEWEBDEV11 RCE

Favgrites  Main Menu > Reporting Tooks > Query > Query Manager

Enter a name to save this query as:

~Query: EMPLIST
Description: |employee list
Folder:

Query Type:  User -
*Owner: P
Query Definition:

list of employee and their highest education leve]

oK Cancel

Home | AddtoFavortes | Sianout

Mew Window | Help | Customize Page | &5

Step

Action

29.

Click the OK button.
OK

30.

This completes Create a New Query.

End of Procedure.
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Format A Query

Procedure

In this topic you will learn how to format the query results to change the display. This is
accomplished on the Fields page. The following are the format options available:

- Change the column heading text.

- Sort the output results by a particular field.

- Change the order of the columns (i.e. the order in which the fields appear in the query results).
- Change the translate code when this option is available for a field.

In this example the query results will be formatted as follows:

- Change the heading text to reflect the long description for Highest Education Level.
- Sort the data by Highest Education Level in descending order.

- Change the order of the Highest Education Level field to display as the first column.
- Display the long description of each person's Highest Education Level

rather than the default code.

PS9HRTRN:s0
PSYHEWEBDEV11  RCE Home | AddtoFavores |  Signout
FEVOJNES Maln_Menu > REDDITIQQ Took > QUVEFY > Query Manager
Mew Window | Help | Customize Page | &5
Query Name: EWPLIST Description: employee list Feed
View field properties, o use field as criteria in query statement Reorder / Sort
Fields Customize | Find | View 1| EI B st B0 45005 B0 Last
(ot [Recora Fietaname: Format [Ora [XLAT [Agq [Heading Text Add Criteria |Edit Delete
1 AEMPLID -Empl ID Chart1 D ? Edit | (=]
2 ANAME - Name Char50 Name ? Edit | [=]
3 AHIGHEST_EDUC_LVL - Highest Education Level  Char2 N Hi Educ L @ Edt | =]
4 AORIG_HIRE_DT - Original Start Date Date Start Date 2 Edt | (=]
5 ADEPTID - Depatment Char1o DeptID % Edit | (=]
Save Save As New Query Propetties  Publish as Feed Mew Union Return Ta Search
[ | -
Step Action
1. Click the Edit button for the Highest Education Level field.
Note: Fields are formatted one at a time.
Edit
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Step Action

2. In the Heading box:

- The RFT Short option will display the default selection (Hi
Educ Lv) in the column heading.

- The RFT Long option will display the long description
(Highest Education Level) in the column heading.

- The Heading Text option will display the free text

(that you type) in the column heading.

PS9HRTRNG:s
PSSHEWEBDEV11 RCE
Favgrites . Main Menu > Reporting Took > Query > Query Manager

Home | AddtoFavorites | Sianout

Mew Window | Help | Customize Page | &5

Edit Field Properties

Field Name: AHIGHEST_EDUC_LVL - Highest Education Level

Translate Value

@ MNone () Short () Long
© Text

Effective Date for ShortiLong
Heading Text:

Hi Educ Lv

@ Current Date

*Unique Field Name:
AHIGHEST_EDUC_LVL

© Field

©) Expression

Add Prompt Add Field

OK Cancel
Step Action
3. Enter the desired information into the Heading Text field. Enter "Highest
Education Level".
4, The Translate Value box will not appear on this page if a field does not have an

associated Translate Value.

If a field has an associated Translate Value, the XLT column will contain one of
the following three values:

- N (None) option will display the default translate code

(e.g. "G for a Bachelor's Degree) in the query results.

- S (Short) option will display a maximum of 10 characters (e.g.

Bachelor's) in the query results.

- L (Long) option will display a maximum of 30 characters

(e.g. G-Bachelor's Level Degree) in the query results.
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Step Action
5. For Translate Value, click the Long option to allow the full description of each
person's highest education level to display (instead of abbreviation code).
|Z) Long
6. Click the OK button.
OK
7. You can see on the Fields page the changes you made to the field properties for
HIGHEST_EDUC_LVL.
il T
Favorites - Main Menu > Reporting Took > Query > Query Manager T =
New Windaw | Help | Custamize Page | &
Records | Query | Expressions | Prompts | Fields | Criteria | Having | viewsaL | Run
Query Name: EMPLIST Description: employee list Feed
View field properties, or use field as criteria in query statement. Reorder/ Sort
1 AEMPLID -Empl ID Char11 D L ﬂ [=]
2 ANAME - Name Chars0 Name ? ﬂ (=]
3 AHIGHEST_EDUC_LVL - Highest Education Level  Char2 L [‘ggfs'““m‘“” P _Edt | =]
4 AORIG_HIRE_DT - Original Start Date Date Start Date % ﬂ =
5 ADEPTID - Department Char10 DeptID L ﬂ [=]
SaveAs  NewQuer Properies Publish as Feed MNew Union Retum To Search
Step Action
8. Reorder/Sort:
Click the Reorder / Sort button.
Reorder / Sort
9. The Edit Field Ordering page allows you to view and change the Sort Order and
Output Order of the fields in a single page.
In this example, the query results will be changed as follows:
- The query results will be sorted by Highest Education Level first and
then by Name.
- The fields (columns) will appear in the following order: Highest
Education Level, EmplID, Name, Department and Original Hire Date.
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PS9HRTRNG:s
PSSHEWEBDEV11  RcB Home | Addio Favories | Sian out
Favgrites  Main Menu > Reporting Took > Query > Query Manager
Mew Window | Help | Customize Page | &5
Edit Field Ordering
Reorder columns by entering column numbers on the left. Columns left blank or assigned a 0 will be automatically
assigned a number. Change the order by number by entering numbers on the right. To remove an order by number, leave
ihe field blank or enter a 0
Edit Field Ordering Customize | Find | View A1) E1] 2 First B0 45065 B0 Last
New Column |Column |Record.fieldname |Order By |Descending |New Order By
1 AEMPLID - Empl ID &
2 ANAME - Name =
3 AHIGHEST_EDUC_LVL - Highest Education Level |
4 AORIG_HIRE_DT - Original Start Date &
5 ADEPTID - Depariment &
Main Content

This option allows the results to sort the Highest Education Level first.

&

11. Enter "1" in the New Order By column to display the Highest Education Level as
the heading in the first column of the query results.
12. Enter "4" into the New Column field for Highest Education Level.

This field will now be the fourth column displayed in the query results.

13. Enter "5" into the New Column field for ORIG_HIRE_DT..

This field will now be the fifth column displayed in the query results.

14. Enter "2" into the New Order By field for Name.

The query results will now be sorted by HIGHEST_EDUC_LVL in descending
order first and then by NAME in ascending (A-Z) order.

15. Click the OK button.
Ok
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PS9HRTRNG:s

PSSHEWEBDEV11 RCE
Favgrites  Main Menu > Reporting Took > Query > Query Manager

Home | AddtoFavortes | Sionout

Mew Window | Help | Customize Page | &5

Records | Query | Expressions | Prompts | Fields | Criteria | Having | viewsaL | Run

Query Name: EMPLIST Description: employee list [ Feeg
View field properties, or use field as criteria in query statement Reorder / Sort
Custom: 1 &) First Bl 1.5 075 B0 Last

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

1 AEMPLID - Empl ID Char11 D 2 Edit | [=]

2 ANAME - Name Charso 2 Name 2 Edit | (=

3 ADEPTID - Department Charto DeptID @ Edit | =]

4 AHIGHEST_EDUC_LVL - Highest Education Level  Charz 1D L Cg:fs' Educaion @ Edit | (=]

5 AORIG_HIRE_DT - Original Start Date Date Start Date @ Edit | =]
&I SaveAs  MNewQuery Preferences Properties Publish as Feed MNew Union Retum To Searct

I

Step

Action

16.

Click the Run tab to view the new order of the fields, sort order, and column
headings.

17.

Click the Fields tab.
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PS9HRTRNG:s
PSYHEWEBDEV11  RcE Home | AddtoFavorites | Sianout
Favgrites  Main Menu > Reporting Took > Query > Query Manager

Mew Window | Help | Customize Page | &5

Records | Query | Expressions | Prompts Fields | Criteria | Having | ViewSQL | Run

Query Name: EWPLIST Description: employee list Feed
View field properties, or use field as criteria in query statement Rearder/ Sart

Fields Customize | Find | View 1| EI B st B0 45005 B0 Last
Col |Record Fieldname Format (Ord |KLAT (Aqg |Heading Text Add Criteria |Edit Delete
1 AEMPLID -Empl ID Chart1 1D ? Edit | (=]

2 ANAME - Name Charso 2 Name ? Edit | [=]

3 ADEPTID - Department Chario DeptID ? Edit | [=]

4 AHIGHEST_EDUC_LVL - Highest Education Level  Charz 1D L HighestEducaton & Edit | (=]

5 AORIG_HIRE_DT - Original Start Date Date Start Date ? Edit | [=]

Save As MewQuery Preferences Properties Publish as Feed New Union Return Ta Search

Step Action

18. Using the Distinct Option:

Note: When running a query, occasionally the same row of output may be listed
more than once when it meets multiple query requirements. Using the Distinct
option removes duplicate rows of data. However, the end-user should note that this
option may remove pertinent duplicate information, depending on the query.
Therefore, if the end-user is not sure if any pertinent data will be removed by
selecting this option, the safer alternative would be to run the query results to Excel
and manipulate the data in the spreadsheet.

If the end-user is confident that pertinent data will not be removed, the Distinct
option is located in the Query Properties box.

Click the Properties link.
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PS9HRTRNG:s

PSSHEWEBDEV11 RCE
Favgrites ~ Main Menu > Reporting Tooks > Query > Query Manager

Mew Window | Help | Customize Page | &5

Query Properties

*Query: Fwpust
pescrpton; fmpoeetst |
Folder: ]
*Query Type: User -
ouner
[] Distinct [T Security Join Optimizer

Query Definition:
list of employee and their highest education level

Last Updated Date/Time:  05/02/2012 9:05:09AM
Last Update User ID: TWASH3

oK Cancel

Step Action

19. Click the Distinct option.

20. Click the OK button.
Ok

PS9HRTRNG:s

PSSHEWEBDEV11 RCE

Favorites  Main Menu > Reporting Tools > Query > Query Manager
Mew Window | Help | Customize Page | &5
Records | Query | Expressions | Prompts | Fields | Criteria | Having | viewsaL | run
Query Name: EMPLIST Description: employee list [ Feea
View field properties, or use field as criteria in query statement Reorder / Sort
1 AEMPLID -Empl ID Chart1 D ? Edit | (=]
2 ANAME - Name Charso 2 Name ? Edit | =]
3 ADEPTID - Department Char10 DeptID ? Edit | [=]
Highest Education =
4 AHIGHEST_EDUC_LVL - Highest Education Level ~ Charz 1D L ] % Edit | =]
5 AORIG_HIRE_DT - Original Start Date Date Start Date Z Edt |/[=]
_ sme | SeveAs MewQuenw Preferences Pijpeiiey PudlishasFeed NewUnan Return To Searcr
1 m »
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Step Action

21. Click the Save button.
Note: When you run the query again, any duplicate rows will be deleted.
Save
22. This completes Format Query.

End of Procedure.
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Format Name and Description
Procedure

In this topic you will learn to Rename a query and change a queries description.

Step Action

1. Click the Main Menu button.

Point to the Reporting Tools menu.

Point to the Query menu.

PS9HRTRN:s
PSSHEWEBDEVH1  Rea Home | AddtoFavortes | Signout
Favorites | Main Menu

Persanalize S¢arch Menu: ® el

3 Self Service

(3 Manager Self Service

3 workforce Administration
3 Benefits

3 Compensation

3 Time and Labor

{3 Payroll for North America
3 Payrol Interface

3 workforce Development
3 Organizational Development
(3 Enterprise Leaming

3 workforce Monitoring

3 Set Up HRMS

3 Reporting Tools

£3 PeopleTools O Query
[E] Report Manager [E] Query Manager

v v v v v e v oer v v v

(3 LSUHSC Processes
(5 My Personalzations

ps://p b2.Isuhsc.edu/psp/| /| OVEE/| /s/WEBLIB_PTPP... h

Step Action

4, Click the Query Manager menu.
| E] qQuery Manager
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Favgrites  Main Menu > Reporting Tooks > Query > Query Manager

Mew Window | Help | Customize Page | &5

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 |rovanced Search

Find an Existing Query | Create New Query

Step Action

5. Click the Search button.
Search

6. Click the Edit link for the EMPLOYEE_LIST query.

PS9HRTRN:s0
PSSHEWEBDEV11 RcB
Favorites | Main Menu > Reporting Took > Query > Query Manager

New Windaw | Help | Custamize Page | &
Records | Query | Expressions | Prompls | Fields | Criteia | Having | ViewSQL | Run

Query Name: EPLIST Description: employee list () Feed
View field properties, or use field as criteria in query statement SECRISEL
Custo 1 & First B 1.5 065 B Last
Col [Record Fieldname Format [Ord [XLAT [Aga |Heading Text Add Criteria [Edit | Delete
1 AEMPLID -Empl 1D Chart1 D ) Edit | [=]
2 ANAME - Name Chars0 2 Name ? Edt | =]
3 ADEPTID - Department Char10 DeptID ? Edt | =]
4 AHIGHEST_EDUC_LVYL - Highest Education Level Charz 1D L Hi Educ Lv ? Edt | =]
5 AORIG_HIRE_DT - Original Start Date Date StartDate ? Edt /(=]
Save As New Query Properties  Publish as Feed MNew Union Return To Searcr|
Main Content
« i v
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Step Action

7. Click the Properties link.

PS9HRTRN:s0
PSOHEWEBDEV11 Rcs

Home | AddtoFavortes | Signout
Favorites - Main Menu > Reporting Took > Query > Query Manager

New Windaw | Help | Custamize Page | &

Query Properties

*Query: [EMPLIST
Deseription: |@mployee list
Folder: ]

*Query Type:  JSer -
*Owner: Private -
Distinct [7] Security Join Optimizer
Query Definition:

list of employee and their highest education level

Last Updated Date/Time:  05/02/2012 9:22:38AM
Last Update User ID: TWASH3

oK Cancel

Step Action

8. Enter the desired information into the Query field. Enter
"BIOMED_EMPLOYEE_LIST".

9. Enter the desired information into the Description field. Enter "Biological Medical
EmpEmpl I Info™.

10. Click the OK button.
OK
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T —————

Favgrites  Main Menu > Reporting Tooks > Query > Query Manager

Mew Window | Help | Customize Page | &5

Records | Query | Expressions | Prompts | Fields | Criteria | Having | viewsaL | Run

Query Name: BIOMED_EMPLOYEE_LIST Description: Biological Medical Emp Info ) Feed
View field properties, or use field as criteria in query statement Reorder / Sort
Custo A B0 # First B 45005 B Last

[Cot [Recorafielaname ~~~~~ [Format [ord [xAT [a0g [HeadingText  [Adacriteria[Ea  |Delete |

1 AEMPLID - Empl ID Char11 D 2 Edit | [=]

2 ANAME -Name Charso 2 Name ? Edit | [=]

3 ADEPTID - Depariment Char10 DeptID ? Edit | [=]

4 AHIGHEST_EDUC_LVL - Highest Education Level ~ Char2 1D L Hi Educ Ly ? Edit | (=]

5 AORIG_HIRE_DT - Original Start Date Date Start Date % Edit_| [=]

&I SaveAs  NewQuery Properfies Publish as Feed New Union Return To Search

Main Content

I

Step Action

11. Click the Save button.
Save

12. This completes Format Name and Description.
End of Procedure.
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Working with Criteria and Prompts

When you build a query you may wish to add certain criteria to limit the query results to a
particular condition (e.g. a specific value, a list of values or between two specified values).
Although, there are several conditions which you may select, the three most used Condition
Types will be covered in Query Intermediate (i.e. equal to, in list and between).

Add a Single Criteria

Procedure

In this topic you learn how to add a single criteria to the query in order to limit the query results
to a specified value.

In this example the query will display the employees whose highest education level is Doctorate
(Academic). To do this you will use the "equal to** Condition Type.

PSOHRTRN:
PSSHEWEBDEV11 RcB Home | AddtoFavortes | Signout
Favorites - Main Menu > Reporting Tooks > Query > Query Manager
New Windaw | Help | Custamize Page | &
Records | Query | Expressions | Prompts | Fields | Criteria | Having | viewsaL | Run
Query Name: B|OMED_EMPLOYEE_LIST Description: Biological Medical Emp Info Feed
View field properties, or use field as criteria in query statement BRI SEL
Fields Customize | Find | View A1 B B8 First B0 4.5 05 I Last
Col [Record Fieldname Format |Ord |XLAT [Aag |Heading Text Add Criteria |Edit Delete
1 AEMPLID - Empl 1D Cchar11 D % Edit | /[=]
2 ANAME -Name Chars0 2 Name % Edt | =]
3 ADEPTID - Department Char10 DeptID Z Edt |/[=]
4 AHIGHEST_EDUC_LVL - Highest Education Level ~ Char2 1D L Hi Educ Ly % Edt | =]
5 AORIG_HIRE_DT - Original Start Date Date Start Date Z Edt |/[=]
Save SaveAs  New Query Properties  Publish as Feed MNew Union Return To Searcr!
< i ] v
. i+
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PS9HRTRNG:s
PSSHEWEBDEV11 RCE
Favgrites . Main Menu > Reporting Took > Query > Query Manzager

Edit Criteria Properties

Choose Expression 1 Type

Choose Record and Field

Record Alias.Fieldname:

@, AHIGHEST_EDUC_LVL - HighestE

*Condition Type:  equal to -

Choose Expression 2 Type

Define Constant
* Expression A
© Constant E=E3 d

©) Prompt
_ subquery

Home | AddtoFavortes | Signout

Mew Window | Help | Customize Page | &5

oK Cancel
Step Action
2. Click the drop-down arrow for *Condition Type and select the "equal to" option.
Note: The ""equal to™ Condition Type finds data having a value that matches the
specific value.
[equal to - |
3. Note: The Expression 2 Type defaults to Constant when "equal to" is selected.

Click the Select Constant From List button to access the list of education level

types and define the desired constant.
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PS9HRTRNG:s0
PSSHEWEBDEV11 RCE
Favgrites  Main Menu > Reporting Took > Query > Query Manager

/Add to Favorites

Sian out

Mew Window | Help | Customize Page | &5

Select A Constant

Cust 1or21 B Last
Translate Long Name
A A-NotIndicated Not Indic Select Constant
B Bless Than HS Graduate  Less ThHS Select Constant
c C-HS Graduate or Equivalent HS Grad Select Constant
D D-Some College Some Coll Select Constant
E E-Technical School Tech Sch Select Constant
F F-2-Year College Degree  2-Yr Coll Select Constant
[ G-Bachelors Level Degree  Bachelors Select Constant
H H-Some Graduate School Some Grad Select Constant
I I-Master's Level Degree Masters Select Constant
J J-Doctorate (Academic) Doctorate Select Constant
K K-Doctorate (Professional)  MD,DDS.JD Select Constant
L L-Post-Doctorate Post-Doct Select { Main Conte:
] Associate Degree Associate Select Constant
N General Education Degree GED Select Constant
o EZTiETe?tEWEEN“ Foreign NE Select Constant
P Masters Degree Plus 3 Years Mast+3 Select Constant
Q Medical Doctor Med Doc Select Constant
R Juris Doctor Jur Doc Select Constant
5 253‘1\&; in School e i
zv Doctorate Doctorate Select Constant
z DDS DDS Select Constant

Step Action

4, Click the Select Constant link for
Select Constani

J" Doctorate (Academic).

PS9HRTRN:s0
PSSHEWEBDEV11 RcB
Favorites | Main Menu > Reporting Took > Query > Query Manager

Home | AddtoFavortes | Signout

New Windaw | Help | Custamize Page | &

Edit Criteria Properties

Choose Expression 1 Type

Choose Record and Field

Record Alias.Fieldname:
@, AHIGHEST_EDUC_LVL - HighestE

*Condition Type:  equalto -

Choose Expression 2 Type

Define Constant

Constant: J an

OK Cancel
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Step Action

5. Click the OK button.
OK

PS9HRTRN:s0
PSSHEWEBDEV11 RcB
Favorites | Main Menu > Reporting Took > Query > Query Manager

Sign out

New Windaw | Help | Custamize Page | &

Records | Query | Expressions | Prompts | Fields | Criteia | Having | viewsaL | Run

Query Name: BIOMED_EMPLOYEE_LIST Description: Biological Medical Emp Info () Feed
View field properties, or use field as criteria in query statement Reorder/ Sort
Customize | Find | 2] B First Bl 1.5 05 I Last
[Col [RecoraFieldname ~ |Format |Ord |XLAT [Aug [HeadinaText  |AddCritoria [Edit  |Delete |
1 AEWPLID - Empl ID Chart1 D Z at | /(=]
2 ANAME - Name Chars0 2 Name ? Edt | =]
3 ADEPTID - Department Char10 DeptID ? Edt | =]
4 AHIGHEST_EDUC_LVL - Highest Education Level Charz 1D L Hi Educ Lv i Edt | (=]
5 AORIG_HIRE_DT - Original Start Date Date Start Date. ? Edt | =]

Save Save As New Query Properties  Publish as Feed New Union Return To Searct|

[

Step Action

6. Click the Criteria tab.

eria ]
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PS9HRTRNG:s
PSSHEWEBDEV11 RCE
Favgrites  Main Menu > Reporting Took > Query > Query Manzager

Home | AddtoFavortes | Sianout

Mew Window | Help | Customize Page | &5

Records | Query | Expressions | Prompts | Fields | Criteria | Having | ViewSQL | Run

Query Name: BIOMED_EMPLOYEE_LIST

{Add Criteria’ Group Criteria Reorder Criteria

Description: Biolagical Medical Emp Info Feed

customize [ Find | &) 8 First B 12002 B Last

Expressiont Condition Type Expression 2 Edit Delete
- AEFFDT - Effective Date Eff Date <= Current Date (EffSeq = Last) Edit | [=]
AHIGHEST_EDUG_LVL - Highest =
AND " Education Level CrEID J _Eat | =]
Save SaveAs  NewOQuery Preferences Properties Publishas Feed New Union Return To Search

Training Guide
Human Resources Intermediate Query 9.1

Step

Action

Note: The Criteria tab now indicates HIGHEST_EDUC _LVL =]

Click the Run tab.

Note: The query results display only those employees (whose records you may

access) with a highest education level of J-Doctorate (Academic).

This completes Add a Single Criteria.
End of Procedure.
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Add a Group of Criteria Using In List
Procedure

In this topic you learn how to add a group of criteria to the query in order to limit the query
results to a list of specified values.

In this example the query will display the employees whose highest education levels are

Bachelor’s Degree, Some Graduate School and Master Level Degree. To do this you will use
the ""in list" Condition Type.

PS9HRTRN:
PSOHEWEBDEV11 Rce Home | AcdtoFavortes | simnout
Favorites | Main Menu > Reporting Took > Query > Query Manager
New Window | Help | Customize Page | &
Query Name: BIOMED_EMPLOYEE_LIST Description: Biological Medical Emp Info Feed
AddCriteria | Group Criteria | Reorder Criteria |
Criteria customize [ Find [ E1] B First Bl 12002 B Last
Logical Expressioni 'Condition Type Expression 2 Edit Delete
»  AEFFDT - Effecive Date Eff Date <= Current Date (EffSeq = Last) eat | [=]
AND - E;JS;E?I;E;UC-WL’H‘Q"%' equalto J Edt | [=]
save SaveAs  NewQuery Properiies  Publishas Feed New Union Return To Searct]
| | i
Step Action
1. Note: When changing the criteria of a field that has already been added to the

Criteria tab, do not return to the Fields tab to add the field to the Criteria tab
again. Doing so will cause an error in your search results.

Instead, edit the field that already appears in the Criteria tab by clicking the Edit
button.

Click the Edit button for Highest Education Level.
Edit
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PS9HRTRNG:s

PSSHEWEBDEV11 RCE
Favgrites  Main Menu > Reporting Tooks > Query > Query Manager

Edit Criteria Properties

Choose Expression 1 Type

Choose Record and Field

feld
) Expression Record Alias Fieldname:

@, AHIGHEST_EDUC_LVL - HighestE

*Condition Type:  in list -

Choose Expression 2 Type

@ In List
© subquery

List (GHT)

OK Cancel

Home | AddtoFavortes | Sianout

Mew Window | Help | Customize Page | &5

Step

Action

of the values in a specified list of values.
[in list -]

Click the drop-down arrow for *Condition Type and select the in list option.

Note: The ""in list" Condition Type finds data having a value that matches any one

Click the Select List Members button.
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PS9HRTRNG:s

PSSHEWEBDEV11 RCE

Favgrites  Main Menu > Reporting Tooks > Query > Query Manager

Edit List

No values have been added yet.

Value: |

Values

Field Value Translate Long Hame Transiate Short Name Add Value

=

T e ©® 0 z = r ®x © - T o W mMo 0O o

Home | AddtoFavortes | Sianout

Mew Window | Help | Customize Page | B5 +

Add Value

Add Prompt
Customize | Find | View A1 &) B First Bl 121 or24 B Last

Aot Indicated Not Indic Add Value
BLess ThanHS Graduate  Less ThHS Add Value
C-HS Graduate or Equivalent HS Grad Add Value
D-Some College Some Coll Add Value
E-Technical School Tech Sch Add Value
F-2-Year Collsge Degree  2-Yr Coll Add Value
G-Bachelors Level Degree  Bachelors Add Value
H-Some Graduate School  Some Grad Add Value
Hilaster's Level Degree Master's Add Value
JDoctorate (Academic) Doctorate Add Value
K-Doctorate (Professional)  MD,DDS.JD Add Value
L-PostDoclorate PostDoct Add Value
Associate Degree Associate Add Value
General Education Degree  GED Add Value
EZLE‘L%"‘EE‘EQ’E“'N” Foreign NE Add Value
Master's Degree Plus 3 Years Mast+3 Add Value
Medical Doctor Med Doc Add Value

Juris Doctor Jur Doc Agd value | .

Step

Action

Click the Add Value button for G-Bachelor's Level Degree.

Add Value

Click the Add Value button for H-Some Graduate School.

Note: To delete a value, check the box that appears in front of the value that you
wish to delete under List Members and click the Delete Checked Values button.

Add Value

Click the Add Value button I-Master's Level Degree.

Add Value

Click the OK button.

OK
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PS9HRTRN:s0
PSOHEWEBDEV11  RcB
FaVOv”tEE

Main Menu > Reporting Tooks > Query > Query Manager

Edit Criteria Properties

Choose Expression 1 Type

Choose Record and Field

) Expression Record Alias.Fieldname:

@, AHIGHEST_EDUC_LVL - HighestE

*Condition Type:  in list

Choose Expression 2 Type

OK Cancel

Mew Window | Help | Customize Page | &5

Step Action

Click the OK button.

OK

PS9HRTRN:s0
PSOHEWEBDEV11  RcB
FaVOv”tEE

Main Menu > Reporting Tooks > Query > Query Manager

ords | Query [ Expressiol

Prompts | Fields

eria aving | viewsaL | Run

Query Name: BIOMED_EMPLOYEE_LIST

Description: Biolagical Medical Emp Infa [ Feea
AddCifiériag]  Group Criteria Reorder Criteria
Criteria ize | Find First B 12 062 Bl Last
Logical Expression 'Condition Type Expression Edit Delete
- AEFFDT- Effective Date Eff Date <= Current Date (EffSeq = Last) Edit | [=]

i . AHIGHEST_EDUC_LVL - Highest —

AND "~ Education Level in list Eat | [=]
_ Sae | smess  NewQuen Preferences Properties

Publish 3s Feed New Union

Return To Search|

I

ow | Help | Customize Page | &5
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Step Action

9. Note: The Criteria tab now indicates HIGHEST_EDUC_L VL with the values of
G,Hand .

Click the Run tab.

|

10. Note: The query results are limited to employees whose highest education level is
Bachelor’s Degree, Some Graduate School and Master Level Degree.
11. This completes Add a Group of Criteria Using In List.

End of Procedure.
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Using Between Criteria

Procedure

In this topic you learn how to add a criteria to the query in order to limit the query results to data
that falls between two specified values.

In this example the query will display the employees whose original hire date is between January
1, 2004 and July 31, 2004. To do this you will use the "*between’ Condition Type.

PS9HRTRN:s0
PSOHEWEBDEV11 Rcs tome | AddtoFavortes | Sianout

Favorites * Main Menu > Reporting Took > Query > Query Manager

New Windaw | Help | Custamize Page | &

Records | Query | Expressions | Prompts | Fields | Criteria | Having | viewsaL | Run

Query Name: BIOMED_EMPLOYEE_LIST Description: Biological Medical Emp Info Feed

AgoCriteria | Group Criteria | Reorder Criteria |

Criteria customize | Find | B1) B First B 1.2 002 B st

Logical Expression1 Condition Type Expression 2 Edit Delete
~  AEFFDT - Effeciive Date Eff Date <= Current Date (EfSeq = Last) Edt | [=]
AHIGHEST_EDUC_LVL -Highest .. —
AND T Education Level M (GHT) Edit | [=]

Save Save As New Query Properties  Publish as Feed New Union Return To Searct|

Step Action

1. Click the Fields tab.
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PS9HRTRNG:s
PSSHEWEBDEV11 RCE
Favgrites . Main Menu > Reporting Took > Query > Query Manzager

ords | Query | Expressions | Prompts | Fields

Query Name: BIOMED_EMPLOYEE_LIST Description: Biological Medical Emp Info
View field properties, o use field as criteria in query statement

Find |

1 AEMPLID - Empl ID Charl1 D

2 ANAME - Name Char50 2 Name

3 ADEPTID - Department Char10 DeptID

4 AHIGHEST_EDUC_LVYL - Highest Education Level Char2 1D L Hi Educ Lv
5 AORIG_HIRE_DT - Original Start Date Date Start Date.

wving | ViewSQL | Run

et [
_Eat | o)
et | )
_Eat | o)
==

First Kl 1.5 or 5 B Last

Mew Window | Help | Customize Page | &5

[ Feed
Reorder/ Sort

SaveAs  NewQuery Propertties Publish as Feed MNew Union

Return To Searc|

Action

2. Click the Add Criteria button.

PS9HRTRN:s0
PSSHEWEBDEV11 RcB
Favorites | Main Menu > Reporting Took > Query > Query Manager

Edit Criteria Properties

Choose Expression 1 Type

Choose Record and Field

Record Alias.Fieldname:

@, AORIG_HIRE_DT - Original Star

*Condition Type:  equalto -

Choose Expression 2 Type

Define Constant

*Date: [

OK Cancel

New Windaw | Help | Custamize Page | &
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Step Action

3. Click the drop-down arrow for *Condition Type and select the between option.

_

4, Enter the desired information into the Date field.

Enter "010104".

5. Enter the desired information into the Date 2 field.

Enter "073104".

6. Click the OK button.
Ok

PS9HRTRNG:s

PSSHEWEBDEV11 RCE

Home | AddtoFavortes | Sionout
Favgrites  Main Menu > Reporting Tooks > Query > Query Manager

Mew Window | Help | Customize Page | &5

Records | Query | Expressions [ Prompts | Fields | Criteria | Having | viewsaL | run

Query Name: BIOMED_EMPLOYEE_LIST Description: Biological Medical Emp Info Feed
View field properties, or use field as criteria in query statement Reorder / Sort

Fields Customize | Find | view A1 B0 B First B0 4.5 0r5 BN Last

1 AEMPLID -Empl ID Chart1 D ? Edit | (=]
2 ANAME -Name Charso 2 Name ? Edit | =]
3 ADEPTID - Department Char10 DeptID ? Edit | [=]
4 AHIGHEST_EDUC_LVL - Highest Education Level ~ Char2 1D L Hi Educ Ly ? Edit | (=]
5 AORIG_HIRE_DT - Original Start Date Date Start Date 4 Edit | [=]

_Sme | Saess  MNewQuew Properies  Publish as Feed Mew Union Return To Searct

m

Step Action

7. Click the Criteria tab.
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PS9HRTRNG:s
PSYHEWEBDEV11  RcE Home | AddtoFavores |  Signout
Favgrites  Main Menu > Reporting Tooks > Query > Query Manager
Mew Window | Help | Customize Page | &5
Records | Query | Expressions | Prompts | Fields | Criteria | Having | ViewSQL | Run
Query Name: BIOMED_EMPLOYEE_LIST Description: Biolagical Medical Emp Infa Feed
{Add Criteria’ Group Criteria Reorder Criteria
customize | Find [ &) 8 First B 13 0ra B Last
Expressiont Condition Type Expression 2 Edit Delete
- AEFFDT - Effective Date Eff Date <= Current Date (EffSeq = Last) Edit | [=]
AHIGHEST_EDUGC_LVL -Highest . . =
AND T Education Level W= (G/HT) Edtt | [=]
AND T Date between [2004-01-01 AND 2004-07-31 Edt | [=]
Save SaveAs  NewQuery Preferences Properties PublishasFeed NewUnion Return To Search
« i v

07-31.

Iick the Run tab.

Note: The Criteria tab indicates ORIG_HIRE_DT between 2004-01-01 and 2004-

01/01/2004 and 07/31/2004.

Note: In addition to the highest education level criteria established in the previous
exercise, the query output now also reflects only those employees hired between

10. This completes Using Between Criteria.

End of Procedure.
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Creating a Prompt for Criteria
Procedure

In this topic you learn how to add a prompt to the query which will allow you to select a desired
value each time the query is run.

In this example, when you run the query you will be prompted to select the desired highest

education level. To do this you will use the **equal to" Condition Type and create a "*prompt™
expression.

PS9HRTRN:s0
PSOHEWEBDEV11 Rcs Home | AddtoFavortes | Sianout

Favorites * Main Menu > Reporting Took > Query > Query Manager

New Windaw | Help | Custamize Page | &

Records | Query | Expressions | Prompts | Fields | Criteria | Having | viewsaL | Run

Query Name: BIOMED_EMPLOYEE_LIST Description: Biological Medical Emp Info Feed

AgoCriteria | Group Criteria | Reorder Criteria |

Criteria customize [ Find [ 1] B First Bl 13 063 B Last

Logical Expressioni 'Condition Type Expression 2 Edit Delete
~  AEFFDT - Effective Date Eff Date <= Current Date (EfSeq = Last) Eat | [=]
AHIGHEST_EDUC_LVL - Highest . .. -
AND T Education Level M (GHT) Edit | [=]
D - AORIG_HIRE_DT- Oniginal Start

between 2004-01-01 AND 2004-07-31 Edit | [=]

_ Save | saeds  NewQueny Properties Publish as Feed MNew Union Return To Searc

m

Step Action

1. Click the Edit button for HIGHEST_EDUC_LVL.
Edit
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PS9HRTRNG:s

PSSHEWEBDEV11 RCE
Favorites  Main Menu > Reporting Tooks > Query > Query Manager

Edit Criteria Properties

Choose Expression 1 Type

Choose Record and Field

ield

Expression Record Alias.Fieldname:

@, AHIGHEST_EDUC_LVL - HighestE

“Condition Type:  equal to -

Choose Expression 2 Type

© Field Define Prompt
©) Expression o
) Constant Prompt: -1 “  MewPrompt EditPrompt

® Prompt
© subquery

oK Cancel

Home | AddtoFavortes | Signout

Mew Window | Help | Customize Page | &5

Step Action

2. Click the equal to list item.

[equal to - |

Note: In order to use a prompt, the Condition Type should be set to ""Equal to"

3. Click the Prompt option.

4, Click the New Prompt link.
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PS9HRTRNG:s

PSSHEWEBDEV11 RCE
Favgrites  Main Menu > Reporting Tooks > Query > Query Manager

Edit Prompt Properties

Field Name: *Heading Type:

B HieHeEsT_EDUC_LVL RFT Short ~
“Type: Heading Text:

Character - HiEwew
“Format: *Unique Prompt Name:

Upper - Bt
Length: ’72

Decimals: ’7
*Edit Type: Prompt Table:

Translate Table - @

oK Cancel

Home | AddtoFavortes | Sianout

Mew Window | Help | Customize Page | &5

Step Action

5. Click the OK button.

Properties
OK

page.

Note: Mosts users will not make changes to the default values on this Edit Prompt

PS9HRTRNG:s

PSSHEWEBDEV11 RCE
Favorites  Main Menu > Reporting Tooks > Query > Query Manager

Edit Criteria Properties

Choose Expression 1 Type

Choose Record and Field

Record Alias.Fieldname:

@, AHIGHEST_EDUC_LVL - HighestE

Home | AddtoFavortes | Sionout

Mew Window | Help | Customize Page | &5

equalto -

Define Prompt

Prompt: -1 LS flew Prompf Edit Prompt

oK Cancel

Main Content
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Step Action

6. Click the OK button.
OK

PS9HRTRN:s0
PSSHEWEBDEV11  RCB
Favgiites | Main Menu > Reporting Took > Query > Query Manager

Records | Query | Expressions | Prompts | Fields | Criteria | Having | ViewSQL | Run

Query Name: BIOMED_EMPLOYEE_LIST Feed

{Add Criteria’ Group Criteria Reorder Criteria

Criteria

Description: Biological Medical Emp Info

First Bl 1.3 or3 B 1 ast

Edit Delete

Customize | Find | &) 3§
Expression 2

Logical Expression1 Condition Type

~  AEFFDT- Effective Date Eff Date <= Current Date (EfSeq = Last) _Eat [ =]
AND - ‘SSZ“G*H‘RE*DT'O”Q'"B‘ start between 2004-01-01 AND 2004-07-31 _Eat | =]
Save SaveAs  NewQuery Preferences Properties PublishasFeed NewUnion Return To Search

New Window | Help | Customize Page | &

Home | AddtoFavortes | Sianout

Step Action

7. Note: The Criteria tab now indicates that HIGHEST_EDUC_LVL has a prompt

(:1).

Additional prompts will be denoted as :2, :3, etc.

Click the Run tab.
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PS9HRTRNG:s
PSSHEWEBDEV11 RCE
Favgrites . Main Menu > Reporting Took > Query > Query Manager

New Window | Help | B

BIOMED_EMPLOYEE_LIST

Hi Educ Lv: IR

OK Cancel

Step Action

8. You are prompted to select the desired highest education level.

Click the Hi Educ Luv list.
| e |

9. Click the Medical Doctor list item.
[Medical Doctor |
10. Click the OK button.
OK
11. Note: The query results display those employees whose highest education level is

Medical Doctor.

Note: You Save your changes before selecting another link from the menu (e.g.
Reporting Tools) by clicking the Save or Save As button. There is no Warning
that changes will be lost.

12. This completes Creating a Prompt for Criteria.
End of Procedure.
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Using Multiple Tables in a Query

When creating a query, it may be necessary to retrieve data from more than one table (record) or
specify criteria in your query from a second table. In these cases, you need to link at least two
tables in one query. Query enables you to run a query that pulls information from multiple tables.
When you perform a join, the records involved are linked based on common fields.

Linking multiple tables, or joining, enables Query to retrieve data from more than one table, but
the query output will appear as if the data is retrieved from a single table.
Working with multiple tables is almost as easy as working with one.

The three joins that are covered in Query Intermediate are the following:
1. Record Hierarchy join

2. Related Record join

3. Any join

In this lesson you wish to retrieve a query that provides a list of employees with their EmplID,
Job Code, DeptID, Name and Job Title (Descr). The Personal_Data record contains the
EmplID and Name fields. The Job record contains the Job Code and DeptID fields, but not the
Descr field. The Descr field is found in the Jobcode table. Therefore, it will be necessary to pull
the fields from three different tables (Personal_Data, Job and Jobcode) to retrieve the desired
query results.

Any Joins and Related Record Joins
Procedure
In this topic you will learn how to create a query that combines fields from three tables/records

(Personal_Data, Job and Jobcode) using the two predefined joins Record Hierarchy join and a
Related Record join.

In Query, predefined joins can be generated as a Related Record join. Since these types of joins
are predefined, you will not have to add any criteria to manually link the records.

Any Joins gives you the ability to join any record to your currently selected record. Records will
be joined on their common high-level keys. If you have an Any Join, it will automatically be
added to your criteria, unless there is only one row of data in the record to be joined.

Step Action

1. Click the Main Menu button.
Main ‘rﬂenu

Point to the Reporting Tools menu.

Point to the Query menu.
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PS9HRTRN:s
PSSHEWEBDEVH1  Rea
Favorites | Main Menu

Persanalize Sarch Menu:

3 Self Service

(3 Manager Self Service
3 workforce Administration
3 Benefits

3 Compensation

3 Time and Labor

{3 Payroll for North America
3 Payrol Interface

3 workforce Development
3 Organizational Development
(3 Enterprise Leaming

3 workforce Monitoring

3 Set Up HRMS
3 Reporting Tools
3 PeopleTools
3 LSUHSC Processes
(5 my Personalzations

B

3 Query
[E] Report Manager [E] Query Manager

J Lsutieaith

Home /Add to Favorites Sign out

Help

Step Action

4, Click the Query Manager menu.

| [=] Query Manager

PS9HRTRN:s0
PSSHEWEBDEV11 RcB
Favorites | Main Menu > Reporting Took > 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 New Query

“Search By: QueryName ~  Dbegins with

Search |Advanced Search

Find an Existing Query | Create New Query

Home | AddtoFavortes | Signout

New Windaw | Help | Custamize Page | &
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Step Action

5. Click the Create New Query link.
|Create [ ew Queg_d

6. Enter the desired information into the begins with field. Enter "personal”.

PS9HRTRNG:s
PSSHEWEBDEV11 RCE
Favgrites . Main Menu > Reporting Took > Query > Query Manager

Home | AddtoFavortes | Sianout

Mew Window | Help | Customize Page | &5
Records | Query | Expressions | Prompts | Fields | Criteria | Having | ViewSQL | Run

Query Name: New Unsaved Query Description: Feed

Find an Existing Record

*Search By:  Record Name ~ Dbeginswith [personal|

Search |sdvanced Search

_Sme | Soess  MNewQuew Properties  Publish as Feed Mew Union Return To Searct

Step Action

7. Click the Search button.
Search
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PS9HRTRNG:s
PSSHEWEBDEV11 RCE
Favgrites . Main Menu > Reporting Took > Query > Query Manager

Records | Query | Expressions | Prompts | Fields | Criteria | Having | ViewSQL | Run
Query Name: New Unsaved Query Description:
Find an Existing Record

*Search By: Record Name ~ begins with \PERSDNAL

First Bl 1.5 or 5 I Last
Show Fields
Show Fields

Customize | Find | view 21| 2] B
|Add Record

PERSOMAL_DATA - PERSONAL_DATA for Rpting Add Record

PERSONAL_DTA_VW - EE Personal Data View Add Record Show Fields
PERSOMNAL_DT_FST- PERSONAL_DT_FST Add Record Show Fields
PERSOMAL_PHONE - Personal Data - Phone Numbers Add Record Show Fields
PERSONAL_VW - Personal Data Name View Add Record Show Fields

Feed

Home | AddtoFavortes | Sianout

Mew Window | Help | Customize Page | &5

Save Save As New Query Properties  Publish as Feed MNew Union Return To Searcr|
Step Action

8. Click the Add Record link for the Personal_DATA record.

9. Note: Query displays a letter in front of each record or table. This letter is an alias
that represents the record or table. When joining records or tables, Query assigns

subsequent letters.

Click the checkbox EMPLID.

0]

10. Click the checkbox for NAME.
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PS9HRTRNG:s
PSSHEWEBDEV11  RCB
Favgrites  Main Menu > Reporting Tools > Query > Query Manager
Mew Window | Help | Customize Page | B3 =
cords Query Expressi Prompts Fields ving View SQL Run
Query Name: New Unsaved Query Deseription: (D Feed
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add 20
additional records by clicking the records tab. When finished click the fields tab.
Alias Record
= A PERSONAL_DATA-PERSONAL_DATA for Rpting Hierarchy Join =]
Check All Uncheck All
5= EMPLID - Empl ID %
] COUNTRY_NM_FORMAT - Format Using %
NAME - Name %
&) NAME_INITIALS - Name Initials %
B NAME_PREFIX - Name Prefix Join NAME PREFIX TBL- %
Mame Prefixes
] NAME_SUFFIX - Name Suffix Joln NAME SUFFIX TBL- %
MName SuffixTable
B NAME_ROYAL_PREFIX - Name Royal Prefix Join NM_ROYPREF GBL- %
Ger Name Roval Pref Table
B NAME_ROYAL_SUFFIX - Name Roval Suffix Join NM_ROYSUFF GBL- %
LD Name Roval Suff Table
] NAME_TITLE - Title Join TITLE TBL-Tite Table %
o LAST_NAME_SRCH - Last Name %
&) FIRST_NAME_SRCH - First Name %
& LAST_NAME - Last Name %
a] FIRST_NAME - First Name =
o MIDDLE_NAME - WMiddle Name %
&) SECOND_LAST_NAME - Second Last Name %
] SECOND_LAST_SRCH - Second Last Name =
B MAME_AC - Alternate Character Name A
Bl PREF_FIRST_NAME - Preferred First Name % =
« ] ] v

Step Action

11. Note: This is an Any join.

Click the Records tab.
Records

PS9HRTRN:x
PSSHEWEBDEV11 RcB
Favorites | Main Menu > Reporting Took > Query > Query Manager

Records | Query | Expressiol Fields | Criteria

Prompls

Query Name: New Unsaved Query

Find an Existing Record

Description:

w | Help | Customize Page | &

Having | ViewsoL | Run

*Search By: Record Name =  begins with

Search |advanced Search

Search Results

PERSOMAL_DATA - PERSONAL_DATA for Rpting
PERSOMAL_DTA_VW - EE Personal Data View

PERSONAL_DT_FST- PERSONAL_DT_FST
PERSOMAL_PHONE - Personal Data - Phone Numbers
PERSOMAL_VW - Personal Data Name View

| Join Record Show Fields

Join Record
Join Record
Join Record
Join Record
Join Record

First B0 1.5 or 5 B Last

Show Fields
Show Fields
Show Fields
Show Fields
Show Fields

Save SaveAs  NewQuery Preferences Properties

Publish as Feed New Union

Return To Search|

il 3
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Step Action

12. Enter the desired information into the begins with field. Enter "job".

13. Click the Search button.

Search
PS9HRTRN:s0
PSOHEWEBDEV11 RCB Home Add 1o Favorites Sign out

Favorites © Main Menu > Reporting Took > Query > Query Manager
Mew Window | Help | Custorize Page | & =

Records | Query | Expressions | Prompts | Fielas | cCrteia | Having | viewsoL | Run

Query Name: New Unsaved Query Description: Feed

Find an Existing Record

“Search By: Record Name ~  Dbegins with \JDB
N iJAdvanced Search

Search Results

First B 120 or a2 B Lot

in Record Show Fields

JOB - EE Job History Join Record Show Fields

JOBCDTRM_CAREER - Job Codes - Career Planning Join Record Show Fields 3
JOBCD_COMP_RATE - Job Code Comp Rate Table Join Record Show Fields
JOBCD_GRADE_LNG - Job Evaluations by Grade Ll Join Record Show Fields
JOBCD_SURVEY - Job Code Salary Survey Join Record Show Fields
JOBCD_TASK_DEFN - Job Code Task Definition Join Record Show Fields
JOBCD_TASK_TBL - Job Cede Task Tbl Conirol Join Record Show Fields
JOBCD_TRN_PROG - Job Codes Join Record Show Fields
JOBCODE_GRADE - Job Evaluations by Grade Lvi Join Record Show Fields
JOBCODE_HAZ_TBL - Hazard Codes identified by Job Join Record Show Fields
JOBCODE_LANG - Related Lang-Job Code Tbl Join Record Show Fields
JOBCODE_RANK - EE Compensatn Ranking by JobCd Join Record Show Fields
JOBCODE_TBL - Job Codes Join Record Show Fields
JOBCODE_TBL_BRA - Brazil Jobcode Table Join Record Show Fields
JOBCODE_TBL_V1 - Current Job Codes View Join Record Show Fields L4
JOBCODE_TBL_VW - Current Job Codes View Join Record Show Fields
JOBCOMP_TMP_MC - Temp Job for Mass Changes Join Record Show Fields
JOB_ADM_PLN_VW - Job Ranking-Ct Salary Ranges Join Record Show Fields
JOB_ALL_CURR_VW - Curent Job - All Persons Join Record Show Fields
JOB_APPROVALS - Job Action Approvals Join Record Show Fields -
<[ I ]| r

Step Action

14. Click Join Record for the JOB - EE Job History.

oin Record
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PS9HRTRNG:s

PSSHEWEBDEV11 RCE

Home | AddtoFavortes | Sianout
Favgrites  Main Menu > Reporting Took > Query > Query Manager

Mew Window | Help | Customize Page | &5

Select join type and then record to join with JOB - EE Job History.

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

Join Record

First Kl 1 or4 B oot

Cust
A= PERSONAL DATA-PERSONAL DATA for Rpting

Cancel

Training Guide
Human Resources Intermediate Query 9.1

Step

Action

15.

|A= PERSONAL DATA- PERSONAL DATA for Rpting

Click the A = PERSONAL_DATA - PERSONAL_DATA for Rpting link.

PS9HRTRN:s0
PSOHEWEBDEV11 Rcs Home | AddtoFavortes | Sianout

Favorites © Main Menu > Reporting Took > Query > Query Manager

New Windaw | Help | Custamize Page | &
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.

AEMPLID -Empl! ID = B.EMPLID - Empl ID

{“Add Criteria i Cancel
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Step Action

16. Note: The Query tool has detected alike fields in both queries. Always select Add
Criteria on this screen.

Click the Add Criteria button.

17. Click the OK button.

18. Click the checkbox for DEPTID.

19. Click the checkbox for JOBCODE.

PSOHRTRN.x ﬁ
PSOHEWEBDEV11  RCB Home | AddtoFavortes |  Sianout
Favorites  Main Menu > Renomn'g Took > ngry > Query Manager
IMew Window | Help | Customize Page | B5 +
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 L
additional records by clicking the records tab. When finished click the fields tab
Alias Record
A PERSONAL_DATA- PERSONAL_DATA for Rpting Hierarchy Join (=] L
= B JOB-EE Job History Hierarchy Join (=
Check All Uncheck All
Fields Fna|view 100 rirst B 150 or 163 B Last
[ © EMPLID-EmplID Join PERS SRCH GBL- %
Search - All Pers w/ an ERN
[C]  ® EMPL_RCD - Empl Record i3
[T]  © EFFDT-Effective Date =
] = EFFSEQ-Effective Sequence A
=] PER_ORG - Organizational Relationship %
DEPTID - Department Join DEPT TEL- A
Departments
JOBCODE - Job Code Join JOBCODE TBL-Job %
Codes
&l POSITION_NBR - Position Number %
] SUPERVISOR_ID - Supenisor ID %
=] HR_STATUS - HR Status %
B APPT_TYPE - Appointment Type =
] MAIN_APPT_NUM_JPN - Main Appointment Number %
] POSITION_OVERRIDE - Override Position Data %
=] POSN_CHANGE_RECORD - Position Management Record %
o EMPL_STATUS - Payroll Status =
o ACTION - Adtion Join ACTION TBL-ACTION %
Sefup Table
B ACTION_DT - Action Date b | -
< I ] »

Step Action

20. Click the Join JOBCODE_TBL - Job Codes link.

Note: This is a Related Record join.
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PS9HRTRNG:s

PSSHEWEBDEV11 RCE
Favgrites ~ Main Menu > Reporting Tooks > Query > Query Manager

Home | AddtoFavortes | Sianout

Mew Window | Help | Customize Page | &5

Select join type

@ Jointo filter and get additional fields (Standard Join)
@ Jointo get additional fields only (Left outer join)

oK Cancel

Step Action

21. Click the OK button.
OK

22.

23. Click the checkbox for DESCR.

0]

24. Click the Fields tab.
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PS9HRTRNG:s

PSSHEWEBDEV11 RCE
Favgrites  Main Menu > Reporting Tooks > Query > Query Manager

Records | Query | Expressions | Prompts Fields || Criteria || Having

viewsaL | Run

Query Name: New Unsaved Query Description:

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

Customize | Find | View Al|

1 B.DEPTID - Department Chari0 DeptID Edit ;[
2 B.JOBCODE - Job Code Char Job Code Edit ;[
3 CDESCR - Description Char30 Descr Edit | =]

Home | AddtoFavortes | Sionout

Mew Window | Help | Customize Page | &5

Feed

Reorder/ Sort

First B 4.3 03 Bl Last

SaveAs  MNewOuery | Properies Publish a5 Feed New Union

Return To Search|

Step Action

25. Note: Query displays a letter in front of each field. This letter is an alias that
represents the record or table from which the field was pulled. When joining records

or tables, Query assigns subsequent letters.

Click the Save As link.

26. Enter the desired information into the Query field. Enter

"EMPLOYEE_JOB_TITLES".

217. Enter the desired information into the Description field. Enter "Employee and Job

Titles".
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PS9HRTRNG:s
PSSHEWEBDEV11 RCE
Favgrites . Main Menu > Reporting Took > Query > Query Manager

Home | AddtoFavortes | Sianout

Mew Window | Help | Customize Page | &

Enter a name to save this query as:

“Query: EMPLOYEE_IOB_TITLES
Description: |Employee and Job Titles|
Folder: ]

Query Type:  User -
*Owner: Private

Query Definition:

oK Cancel

Step Action

28. Click the OK button.
OK

29. Click the Run tab.

30.

End of Procedure.
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Using Excel to Organize Query Results

Save a Query in Excel
Procedure

In this topic you will learn how to Save a Query in Excel.

Step Action

1. After exporting your results into an Excel file, you have the option to save the
information for future reference.

Click the Office Button.
i

2. Click the Save As option.

@ PS Desktop-XA6 - Citrix online plug-in |’-;EEI

E’ —i\ = = Microsoft Excel = =
n View (2]
j - Save a copy of the document N =
( = z s e A
[ Excel Workbook 53] — 3 petete - | 3]~
1| Save the file as an Excel Workbook, 1-|[$ = % o [[%§ || Conamional Format cen | .., Sort& Find &
|/ Qeen = =|| Formatting = as Table - Styles - || [E] Format * || (/™ Filter - Select -
B (1 Excel Mo Enabied Workbook ) Number ] Styles Cells Editing
) convert 54 Save the workbook in the XML-based and E ¥
“ macro-enabled file format.
&y Excel Binary Workbook o=
H Save aua| 3ave the workbook in a binary file format c D E
optimized for fast loading and saving.
H savess| > | [ Frcel 27-2003 Workbook [Deptin [Dent Ti
[l | Save a copy of the workbook that is fully
compatible with Excel 87,2003, SHZ067165  HP Clin Lab Blood Bank
g;p Bt » | Gy OpenDocument Spresdsneet SH2067220 HP EKG
Eizal| Save the workbaok in the Open Document SH1498500  MC Psychiatry
” Format. SH1496000  MC Pediatrics
gf Prepare »
PDF or XPS SH1497200  MC Surgery
g,; Publish a copy of the workbook as a PDF or SH1497350 MG Arthritis & Rheumatology CE
1] XPS file.
_g§ Send > SH1498100  MC EA Conway
=] Other Formats
=] ©
H Open the Save As dialog bax to select from SH1491100 | MC Emergency Medicine
1L/ Puplish > all possible file types. SH1497290  MC Oral & Maxillofacial Surg
SH1497400 MG FW Cancer Center
5 Sever b SH2067162  HP Clin Lab Hematology
. SH2067480  HP Rehabilitation Services
P i SH1491510 MG Fam Med Rural & Comm Med
B’ gose SH1491610  MC Fam Med Rural & Comm Med
- SH1050100  AH Administration
19 [} SH1053000  AH Occupational Therapy
20 | SH1491500  MC Family Medicine
21§ N— SH1053500 A Physical Therapy ||
Ready [EEE T Ne) 7! )
—
Y. fe = A 5:08PM
Lrstar| | (&5 P por

=

5:08 PM
4/20/2011

A | @ ol

Step Action

3. Click the Excel Workbook entry in the list.

Excel Workbook

4, Enter the desired information into the BIRTHDATE LIST field. Enter
"BIRTHDATE LIST".
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Step

Action

5.

Click the Save button.

Save

NOTE: The file will automatically save in the "My Documents'* of Citrix. This
file will not be available in your desktop documents folder.

5 s Desktop 16 ~Ciic onine v in 1 - ]

(D) = = Microsoft Excel ==
Home | Insert  Pagelayout  Formulss  Data  Review  View @
=l % - e = =l = - *j = 7| Selnsetr  E - %
B 5 Arial Unicode b ~ | 10 [asta || |[#-] S e g ?‘;d gd S pete - | 3- ﬁ
e g e umesad| B - |t ettt Fomt G |y s
Clipboard = Font o Alignment o Number = Styles Cells Editing
Al - f« | EmIpid/name/dept/birthdate v
T2 BIRTHDATE LIST [Compatibiity Mode] —=
A B c D E
1 [Emipidfnameld| 6230
2 [ip D [Name Joeptin [Dept I
3 SH2067165  HP Clin Lab Blood Bank
4| SH2067220  HF EKG
5 SH1496500  MC Psychiatry
6 SH1496000  MC Pediatrics
7 | SH1497200  MC Surgery
g ! SH1497850  MC Arthritis & Rheumatology CE
9! SH1498100  MC EA Conway
10 SH1491100 MG Emergency Medicine
11| SH1497200  MC Oral & Maxillofacial Surg
12 SH1497400  MC FW Cancer Center
13 | 1 SH2067162  HP Clin Lab Hematology
14 | SH2067480  HF Rehabilitation Services
15 | n SH1491510  MC Fam Med Rural & Comm Med
16 | r SH1491510 MG Fam Med Rural & Comm Med
17! SH1497200  MC Surgery
18 SH1050100  AH Administration
19 SH1053000  AH Occupational Therapy
20 | SH1491500  MC Family Medicine
21 [l FOR— SH1053600 _ AH Physical Therapy
e Bl e
= 5
[start @ A ) i;m

512 PM
4/20/2011

Step

Action

End of Procedure.

This completes Save a Query in Excel.
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Auto Filter
Procedure

In this topic you will learn how to use Auto Filter.

Step Action

1. You can use AutoFilter to hide or sort the data in your worksheet.

In this example you will filter the data so only employees whose birth year is 1993
will display.

Oyl s Microsoft Excel -
fy Home Insert Page Layout Formulas Data Review View (7))
H ‘* Arial Unicode b - (10 - |A” &7| S o || Tet - ij ﬁ;‘g‘ Q %“["’m' Zh %7 1?3

e I Delete - | (g]~
S CEEEEEEEY G [ [ St 8 G | - S
Clipboard Font r] Alignment i Number il Styles Celis Editing
A2 - [ £ ¥
1] BIRTHDATE LIST [Compatibility Mode] _mx
c D E F G H

[Name [peptip [Dept [Bi Junit ]
SH2067165  HP Clin Lab Blood Bank 8/13/63 LSUSH
SH2067220  HP EKG 9/9/69 LSUSH
SH1496500  MC Psychiatry 5/14/42 LSUSH
SH1486000  MC Pediatrics 2/25/70 LSUSH
SH1497200  MC Surgery 12/15/53 LSUSH
SH1497350  MC Adthritis & Rheumatology CE 3/19/50 LSUSH
SH1488100  MC EA Convay 7/19/58 LSUSH
SH1491100  MC Emergency Medicine 10/11/67 LSUSH
SH1497200  MC Oral & Maxillofacial Surg 8/29/66 LSUSH
SH1497400  MC FW Cancer Center 12/15/72 LSUSH
SH2067162  HP Clin Lab Hematology 6/27/56 LSUSH
SH2067490  HP Renabilitation Services 12/13/50 LSUSH
SH1491510  MC Fam Med Rural & Comm Med 4/14/86 LSUSH
SH1491610  MC Fam Med Rural & Comm Med 2/6i73 LSUSH
SH1497200  MC Surgery 2110/57 LSUSH
SH1050100  AH Administration 2/11/54 LSUSH
SH1053000  AH Occupational Therapy 6/23/54 LSUSH
SH1491500  MC Family Medicine 2427457 LSUSH
SH1083500  AH Physical Therapy 5/28/64 L SUSH | |

Count:7 [0 OO o0 0
. 5:22PM
L) 4/20/11

al [l

5
4/20/2011

Step Action

2. Click the Sort & Filter button.

3. Click the Filter option.
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@ PS Desktop-XA6 - Citrix online plug-in J
Oy 9 - Microsoft Excel ==
- Home Insert Page Layout Formulas Data Review  View @
¢z Fram Access L, 5 ﬂ 3] Connections 2} ﬂ:ﬂ L? & Clear ‘# E‘E |24 pata validation ~ ﬁ>ga ‘:‘” QJ Z
3 From Web i3 s = A Eroperties | AA G Reapply — s Consolidate = Td "z
~ omTeq  FlOMOther | Busting | Refresh — oo (R g JDUI MOV Amayeis - | CPOUP Undrous Subtotal
Ee] Sources~ | Connections || All . Columns Duplicates =2 y:
Get External Data Connedtions Sort & Filter Data Toals Outline =
n - £ [0 ¥
3] BIRTHDATE LIST [Compatibility Mode] -=x
A B8 c D E F G H
1 i [ 6230
2 I ~ |NiD ~ [Name ~|peptip - |Dept nit ~
3 | SH2067165  HP Clin Lab Blood Bank 8/13/63 LSUSH
4 SH2067220  HP EKG 3/9/69 LSUSH
5 | SH1496500  MC Psychiatry 5/14/42 LSUSH
6 | SH1486000  MC Pediatrics 2/26/70 LSUSH
7 SH1487200  MC Surgery 12/16/52 LSUSH
8 SH1497350  MC Athritis & Rheumatology CE 3/19/50 LSUSH
9 | SH1498100  MC EA Gonway 7/19/58 LSUSH
10| SH1481100  MC Emergency Medicine 10/11/67 LSUSH
11| SH1497290  MC Oral & Maxillofacial Surg 8/29/66 LSUSH
12 | SH1497400  MC FW Cancer Center 12/15/72 LSUSH
13 | SH2067162  HP Clin Lab Hematology 6/27/56 LSUSH
14 | SH2067490  HP Rehabilitation Services 12/13/50 LSUSH
15 | SH1491510  MC Fam Med Rural & Comm Med 4/14/56 LSUSH
6 SH1481510  MC Fam Med Rural & Comm Med 2/5/73 LSUSH
7 | SH1497200  MC Surgery 2/10/57 LSUSH
18 | SH1050100  AH Administration 2/11/54 LSUSH
19/ SH1053000  AH Occupational Therapy 6/23/54 LSUSH
20 | SH1481500  MC Family Medicine 2/27/57 LSUSH
21| SH1053500  AH Physical Therap 5/28/64 LSUSH L |
Ready Count: 7 \J@\- ). ()
& )y S23PM
B Gt

o 523PM |
al -

My [
P lif 4/20/2011

Step Action

4, Notice the each column displays a drop-down button.

Click the button to the right of the birth date field.

=

5. Click the checkbox to the left of the Select All option to deselect it.

6. Click the 1993 option.
Il

7. Click the OK button.

8. A list of employees who were born in 1993 displays. The filter symbol displays next
to the column header to denote that filtering has occurred.

9. This completes Auto Filter.
End of Procedure.
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Delete Columns
Procedure

In this topic you will learn how to Delete Columns.

Step Action

1. The redefined queries in PeopleSoft 9.1 are very general, therefore, there is
information included that is not needed by all users. After running your report you
can delete any unrelated columns in Excel.

: Microsoft Excel = ==
Insert Page Layout Formulas Data Review View (7))
£ From Access L L f‘ 2] Connedtions 3} ﬁ ]?' & Clear 7‘# g'g 4] pata validation ~ 953 ﬁjj QJ Z
(-3 From Web — — Mt propertie Zl4 T Reapply S== T Consolidate = = o =
S rromTeq TTOMOMer  Eustng | Reftesn 0 £ oson [[Rner] O nce | (OO REMOVE o Anlysis - || OTOUP UnSFouP Subtoal
e Seurces~ | Connections || Al c Columns Duplicates 27 y:
Get Extemnal Data Connedtions Sort & Filter Data Tools Outline 3
A2 - £[ D ¥
5] BIRTHDATE LIST [Compatibility Mode] _=x
A c D E F G H g
1 i 6230
2 ID ~|niD ~|Name ~|Deptip ~|Dept ~ |Bi 7] Uit - |
4784 [ SH2068390  HA Nutritional Services 2/26/93 LSUSH
4816 [ SH1497400  MC FW Cancer Center 1/19/93 LSUSH
4944 SH1491100  MC Emergency Medicine 6/15/93 LSUSH
5095 | SH2068290  HA Health Information Mgmt 7/26/93 LSUSH
5141 SH2068290  HA Health Information Mgmt 7/2/93 LSUSH
5196 SH2068380  HA Nutritional Services 1/14/93 LSUSH
5251 [ SH2068390  HA Nutritional Services 2/119/93 LSUSH
5311 SH1304060  CA Office of Research 5/1/93 LSUSH
5312 SH1304050  CA Office of Research 8/19/93 LSUSH
5214 SH1304050  CA Office of Research 8/19/93| LSUSH
5315 SH1304060  CA Office of Research 3/23/93|LSUSH
5316 SH1304050  CA Office of Research 5/19/93 LSUSH
5218 SH1304050  CA Office of Research 4/2193 LSUSH
5319 SH1304060  CA Office of Research 7/8/93 LSUSH
523 SH1304050  CA Office of Research 6/15/93 LSUSH
5324 [ SH1304050  CA Office of Research 9/19/93| LSUSH
5325 | SH1304060  CA Office of Research 5/13/93 LSUSH
5394 SH1497400  MC FW Cancer Center 5/13/93 LSUSH
5395 [l s . PR SH1306000 | CA Medical C: 12/16/93 LSUSH L |
Ready 28 of 6230 records found Count: 7 u@_\- | —
[start 9 LN i‘;’:m w
=

3
all \"‘ Tl

4/20/2011

Step Action

2. In this example you will delete the NID column.

Click the B column to highlight the entire column.

3. Click the Home button.
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@ PS Desktop-XA6 - Citrix online plug-in
f 3 H9-oo s Microsoft Excel
- Home Insert Page Layout Formulas Data Review View (7))
B : Arial Unicode b - |10~ |[A° &7| [ |[#-] |5 | Acounting - ij%l ﬁ‘iﬁ‘ g E: ﬁ l?a
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Action

Click the arrow to the right of Delete.

]

Click the Delete Sheet Columns list item.
| Delete Sheet Columns |

6. The NID column is removed from the spreadsheet.

7. This completes Delete Columns.
End of Procedure.
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Resize Columns
Procedure

In this topic you will learn how to Resize Columns.

Step Action

1. There are two options available for resizing columns:

1) Manually enter the appropriate column width, or
2) Utilize the Excel - Auto Fit option.

In this example both options will be demonstrated.

(D) 9~ : Microsoft Excel =
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Step Action

2. Click the B column to highlight the entire column.
| 8 |

3. Click the Format option.

4, Click the Column Width list item.
| Column Width... ||
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L

Action

Enter the desired column width.
Enter the desired information into the Column Width field. Enter "45".

NOTE: You may have to repeat this option until the column width is correct.

Click the OK button.
oK
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Step

Action

Click the Column Heading you wish to resize.

Excel can determine the correct column width for you by using the Autofit option.

Click the Format button.

I AutoFit Column Width |

Click the AutoFit Column Width list item.

10.

The system automatically resized column B.

11.

This completes Resize Columns.
End of Procedure.
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Find
Procedure

In this topic you will learn how to use Find.

() 2~
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A [ Wl

Action

In this example you will find employee names that contain "John".

Click the Find & Select button.

Click the Find option.

Enter the desired information into the Find what: field. Enter "John".

Click the Find Next button.
Find Mext

You will click the Find Next button to search for the next employee name.

This completes Find.
End of Procedure.

The system will take you to the first name containing "John". In this example the
system will not differentiate between first names and last names containing "John".
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Human Resources Intermediate Query 9.1

In this lesson you will learn how to Sort Using Multiple Criteria.
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Action

Click the Data button.

Click the Sort button.
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Step Action

3. Click the button to the right of the Sort by field to define the first level of sort.
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Step Action
4, Click the Dept list item.
5. Click the Add Level option.
6. Click the button to the right of the Then By field.
7. Click the birth date list item.
8. Click the OK button.
oK.
9. The system displays the sorted data.
10. This completes Sort Using Multiple Criteria.

End of Procedure.
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Print Results on One Page

Procedure

In this lesson you will learn how to Print Results on One Page.

Training Guide

.} PS Desktop-XAb - Citrix online plug-in
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Action

1. Click the Office Button.

2. Click the Print list item.

3. Click the Print Preview list item.

4, Click the Page Setup button.
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Step Action

5. Click the Fit to: option.

6. Click the OK button.
Ok

7. Click the Print button.

i

Print

8. For training purposes only, click the Cancel button.

Cancel

9. This completes Print Results on One Page.
End of Procedure.
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