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Human Resources Query Basics 9.1

Welcome to PeopleSoft Query Basics for Human Resources. This module contains information
and tools needed to perform basic query functions in PeopleSoft 9.1.

At the end of this module you will be able to...

1. Search for existing queries.

2. Run existing queries

3. Run existing queries to HTML and Excel

4. Export existing queries to Excel

5. Understand the options available in Excel to format existing queries.

NOTE: This guide serves as a introduction to the Query Module of PeopleSoft 9.1. This
module will not cover topics associated with creating or modifying queries.

Existing Queries

Run an Existing Query

Procedure

In this topic you will learn how to Run an Existing Query.

Step Action

1. Predefined queries are called Public queries in PeopleSoft. In this example you will
search and run a public query.

2. Click the Main Menu button.
Main ‘rﬂenu

Point to the Reporting Tools menu.

Point to the Query menu.
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PS9HRTRNaso
PSOHEWEBDEV11 RCE e Add to Favorites Sign out
Favorites © Main Menu

Personalize Seareh Menu: ® Help

3 Self Service

(3 Manager Self Service

3 workforce Administration

3 Benefits

(3 Compensation

3 Time and Labor

{3 Payrol for North America

3 Payrol Interface

3 workforce Development:

(3 Organizational Development:

3 Enterprise Leaming

{3 Workforce Monitoring

3 Set Up HRMS

3 Reporting Took =&
uery

S pemere | Rt cun

[E] My Personalzations

B A

psi//psOherch2.Isubsc.edu/psp/hrirn/EMPLOVEE/HRMS/s/WEBLIB_PTPP... |

Step Action

5. Click the Query Manager menu.
| =] Query Manager I

6. When the Query Manager is opened, it defaults to the Find an Existing Query page.
The end-user may view existing queries utilizing one of the following methods:

1. Click the Search button to view a list of all existing queries. The end-user's
private queries will display at the top of the list. Private queries will be covered in
the Create a New Query section; or

2. Enter the appropriate search criteria (query name) into the Search By field. The
end-user must enter all or part of the query name. Use the % (percent sign) to act as
a wildcard when searching.
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OVEE/HRI O ~ & G X | & Query Manager

PS9HRTRN:s0
PSOHEWEBDEVH  Rce Home | AddtoFavortes | Sian out

Favorites ~ Main Menu » Reporting Tools » Query > Query Manager

New 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 Bxisting Query | Create New Query
“Search By: Query Name ~  begins with
Search IAavanced Search

Find an Existing Query | Create New Query

Main Content

Training Guide
Human Resources Query Basics 9.1

Step

Action

the search field.

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

In this example you will search for a query by entering part of the query name into

OVEE/HRI O ~ @ G X | & Query Manager

PS9HRTRN:s0

PSOHEWEBDEVI1  RcB Home | AddtoFavortes |  Sin out
Favortes ~ Main Menu » Reporting Tools > Query > Query Manager
New 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: Query Name ~ beginswith  [Lsu_g|

Search Iﬂ\avanced Search

Find an Existing Query | Create New Query
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Step Action

8. Click the Search button.
Search

oveE/HRI O ~ @ & X | @ Query Manager

PS9HRTRN:s
PSOHEWEBDEV11 RcB Home | AddtoFavortes | Signout
Favarites * Main Menu > Reporting Tools » Query > Query Manager

New Window | Help | Customize Page | I

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 LSU_B

Search | Advanced Search

Search Results

*Folder View: - All Folders — -
Check Al Uncheck All *Action: —Choose — - Go

Customize | Find | View A1 [0 | 88 First Bl 1g ora I Last

Runto |Runto |Runto
[Fwner EOthTML  [Excel [xmL  |SShedule

] LSU_BENEFTIT_PLANS Lists all benefit plans Public Edit HTML Excel XML  Schedule

[C]  LSU_BENPROG_DT_GT_RTRMNT_DT Ben Prog Dt>RmntPlanDt  Public Eot HTML Excel XML  Schecule

[ LSU_BEN_MATCHING_SHARE Business Unit PPE Promt Public Edit HTML Excel XML  Schedule

[]  LSU_BEN_MATCH_ER_SH_EMDT  BU PPE PromtEM Detail Public Edit HTML Excel XML  Schedule
Findan Existing Query | Create New Query

Step Action

9. In PeopleSoft 9.1 there are two ways to view query results:

HTML - will open a separate window within the PeopleSoft application to display
query results. The HTML method does not allows the user to edit the results,
however, queries should be run to HTML first and then downloaded to Excel. All
retrieved results may be viewed in HTML. Excel does have a limit on the number of
rows retrieved, so a large number of results may not all display in Excel.

Excel - the query results will display as a web page in Excel within the PeopleSoft
application. The data may be sorted, filtered etc. in this format, and you may save
the data as an Excel file.

10. Run the query to HTML.

Click the HTML link.
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2 lsuhsc.edu

LSU_BENPROG_DT_GT_RTRMNT_DT - Ben Prog Dt > Rtrmnt Plan Dt

Business Unit: @
View Results

1] Name

Ben Progrm Eff Date Plan Typ Ded Begin Covrg Elec

Plan

Step Action

11. Click the Look up Business Unit (Alt+5) button.

< o & hitps://psOherch2.Isuhsc.edu/psc/hrtrn_4/EMPLOVEE/H O ~ @& & X

Look Up Business Unit

Search by: Business Unit v begins with|

LookUp | Cancel |agvanced Lookup

Search Results

E. A Conway Medical Center
Earl K. Long Medical Center
HCSD Administration

Huey P. Long Medical Center
Lallie Kemp Reg Medical Center
Leonard J. Chabert Med Center
LSUNMC New Orlgans

LSUNC Shreveport

Wedical Center LA New Orleans
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Step Action

12. Click the LSUSH link.
LSUSH

-
il © hitps. /psoherch2 Isuhsc.edu/psc/hrirn_3/EMPLOVEE/H O ~ @ & X o) guenionagers | A & &

LSU_BENPROG_DT_GT_RTRMNT_DT - Ben Prog Dt > Rtrmnt Plan Dt

Business Unit: LSUSH @,

View Resulis

Step Action

13. Click the View Results button.
Yiew Results
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il & https://psSherch.Isuhsc.edu/psc/hrtrn 4/EMPLOVEE/H O ~ @ € X

LSU_BENPROG_DT_GT_RTRMNT_DT - Ben Prog Dt > Rtrmnt Plan Dt -
Business Unit: LSUSH @,
View Results
Download resulfs in . Excel Spreadsheet CSVTextFile XWMLFile (22 kb)
View All [] 1-100 0f 105 5] Last E
D Name Ben Progrm Eff Date Plan Typ Ded Begin Covrg Elec. Plan Unit
1 o————" JohnDoe MEL 01/07/2004 70 07107/2003 T DCRES LSUSH
2 o John Dog o FTP 08/01/2007 70 07107/2003 T DCRES LsuUsH
3 s JohnDoe NEL 01/01/2004 70 07/07/2003 T DCRES LSUSH
4 JohnDoe MEL 031812011 70 07/07/2003 T DCRES LSUSH N
5 - JohnDoe FTP 0810172011 70 07103/2006 T DCRES LsuUsH
& John Doe . NEL 03/01/2009 70 04/01/2002 T ORPVAL LSUSH
7 - - John Doe - MNEL 03/01/2002 70 07/09/2001 T DCRES LSUSH
8 John Dog - MEL 0411812007 70 07/07/2003 T DCRES LSUSH
El e i pee JohnDoe o MNEL 080172008 70 07114/2008 T DCRES LsuUsH
10 John Doe NEL 0310172011 70 07/02/2007 T DCRES LSUSH
" L JohnDoe 0 FTP 07i05/2007 70 07/04/2007 E TRSL LSUSH
12 John Dog MNEL 121212001 70 07/09/2001 T DCRES LsuUsH
13 - - John Doe FTP 07/30/2007 70 12/02/1391 E LASERS LSUSH
14 John Dog MEL 05/05/2006 70 07/09/2001 T DCRES LSUSH
15 b ol JohnDoe o MNEL 07i08/2003 70 07107/2003 T DCRES LsuUsH
16 John Doe NEL 05/01/2006 70 07/07/2003 T DCRES LSUSH
17 St JohnDoe o MEL 01/03/2002 70 01/01/2002 T TRSL LSUSH
18 John Dog MNEL 0210172006 70 07/04/2005 T DCRES LsuUsH
19 o JohnDoe NEL 08/02/2001 70 07/01/2001 T ORPVAL LSUSH
20 - John Doe - NEL 11/01/2001 70 07/09/2001 T DCRES LSUSH
21 —nne JohnDoe oo MEL 03/01/2009 70 06/01/2002 T ORPVAL LSUSH
22 John Dog MNEL 10/01/2005 70 07/04/2005 T DCRES LsuUsH
23 by JohnDoe NEL 12i02/2002 70 12/01/2002 T ORPVAL LSUSH
24 -~ John Dog -~ MEL 120112005 70 06/01/2001 T ORPVAL LSUSH
25 i JohnDoe o MNEL 1210112006 70 07103/2006 T DCRES LsuUsH
26 *" John Doe *" NEL 0411812011 70 07M12/2010 T DCRES LSUSH
27 w——nne JohnDoe o MEL 020112009 70 07/05/2004 T DCRES LSUSH -
Step Action
14. A new window displays the query results.
Running to HTML gives users the opportunity to verify accuracy of the results
before continuing. You may download your results to Excel from the HTML
spreadsheet by clicking on the Excel Spreadsheet link.
15. Click the Close Tab (Ctrl+W) button.
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J Lsutieaith

OVEE/HRI O ~ @ C X | & Query Manager

PS9HRTRN:s
PSOHEWEBDEVH1  Rca
Favarites | Main Menu » 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 New Query

*Search By:

Search

Search Results

Query Name begins with

advanced Search

*Folder View:  — All Folders —

Check All uncheck All

*Action:
w Alll

Find | V

[l LSU_BENEFTIT_PLANS Lists all benefit plans Public
[  LSU_BENPROG_DT_GT_RTRMNT_DT Ben Prog Dt>RtrmntPlan Dt Public
] LSU_BEN_MATCHING_SHARE Business Unit PPE Promt Public
[C]  LSU_BEN_MATCH_ER_SH_EMDT  BU PPE PromtEM Detail Public

Lsu_B

—Choose —

New Window | Help | Customize Page | /&

First KN 44 org B oot

Runto |Runto |Rumto
Edt |pTmL  |Fxcel [xmL

Edit HTML Excel XML Schedule
Edit HIE Excel xmL Schedule
Edit HTML Excel XML  Schedule
Edit HTML Excel XML Schedule

Find an Existing Query | Create New Query

Step Action

16. Run the query directly to Excel.

Click the Excel link.

@ https//pOherch2 lsuhsc.edu/psc/hrtrn_S/EMPLOVEE/H © + @ © X V=il h—‘

LSU_BENPROG_DT_GT_RTRMNT_DT - Ben Prog Dt > Rtrmnt Plan Dt

[

f ok 1

Business Unit: | @
View Results

D Name Ben Progrm Eff Date Plan Typ

Ded Begin

Covrg Elec
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Step Action

17. Enter the desired information into the Business Unit field. Enter "LSUSH",

il 2 hitps.//psOhercb2.lsuhsc.edu/psc/hrim_S/EMPLOYEE/H O ~ @ € X _,

LSU_BENPROG_DT_GT_RTRMNT_DT - Ben Prog Dt > Rtrmnt Plan Dt

Business Unit: |LSUSH @,

View Results

Step Action

18. Click the View Results button.
View Results
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J Lsutieaith

LSU_BENPROG_DT_GT_RTRMNT_DT - Ben Prog Dt > Rtrmnt Plan Dt

Business Unit: LSUSH @,

View Results

Name Ben Progrm Eff Date Plan Typ Ded Begin

Covrg Elec

| Home | nsert

Plan

Page layout  Formulas Data Review  View  Acrobat @
= { = o — —! el - -
j % | vl Unicode N - 10 - ShIEE = Text - ﬁ g Stnsert = ﬂ [ﬁ
= 3 . 5% Detete - | (3]~
Paste B 7 U -|[=-[&- A- < [$ - % 9 |[%8 ;%] Conditional Format cel Sort& Find &
e o |(BlE T Os A - b 28 Formating - as Teble * Styles + | [ Format = (2~ Fiter~ Select~
Clipboard = Font [} Alignment {Fl Number irl Styles Cells Editing |
A1 -Q Jx | Ben Prog Dt > Rtrmnt Plan Dt ¥
B [Read-Only] [Compatibility Mode] - =
B c D E F G H 1
|Ben Progm |Eff Date  [[Plan Typ |[Ded Begin [Covrg Elec [Plan  [unit
NEL /772004 70 71772008 T DCRES  LSUSH
FTP 81112007 70 7772003 T DCRES | LSUSH
NEL 11172004 70 7772003 T DCRES | LSUSH
NEL a18/2011'70 7772003 T DCRES | LSUSH
- FTP 811201170 7132006 T DCRES | LSUSH
- NEL 3112009 70 42002 T ORPVAL LSUSH
- NEL 3172002 70 7192001 T DCRES | LSUSH
- NEL 4718/2007 70 7I772008 T DCRES | LSUSH
NEL 8112008 70 7/14/2008 T DCRES | LSUSH
- NEL 317201170 71212007 T DCRES | LSUSH

Step Action

19. The query results display in a excel file.

20. This completes Run an Existing Query.

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.

) PS Desktop-XA6 - Citrix online plug-in

N 9 - s Microsoft Excel = =
Home Insert Page Layout Formulas Data Review View @
= ¥ —— }H ﬁju | Semnset- | X -
Arial Unicode b = (10 - | AT & Text - 1 /AL
Bl £} S - a-
Paste (B 1 o[ S A - |[$ - % s |[%8 28 Conomonal Format cen | . Sort& Find &
- —= L - % >%| Formatting - as Table - Styles - || [Z1Format = || 2~ Fifter~ Select -
Clipboard & Font 7] Alignment {Fi Number [} Styles Cells Editing
AL - o | Emlpid/name/dept/birthdate ¥
) [Read-Only] [Compatibility Mode] =%
A B8 c D £
1 [Emipia/namerd| 6230
2 o m oo Joert [
3 [ SH2067165  HP Clin Lab Blood Bank

4 SH2067220  HP EKG

5 SH1496500  MC Psychiatry

6 [y I SH1496000  MC Pediatrics

7 [t i SH1497200  MC Surgery

8 SH1487350 MG Adthritis & Rheumatology CE

o [amons [ SH1498100  MC EA Conway
10 s | SH1481100  MC Emergency Medicine
11 [ niiirads f SH1487280  MC Oral & Maxillofacial Surg
12 [ininas | SH1497400  MC FW Cancer Center
12 [laisis f SH2067162  HP Clin Lab Hematology
94 [nmatme f SH2067490  HP Rehabilitation Services
15 [ e | SH1491510  MC Fam Med Rural & Comm Med
16 [t | SH1491510  MC Fam Med Rural & Comm Med
97 [nmantes f SH1497200  MC Surgery
18 [ f SH1050100  AH Administration
19 [t f SH1053000  AH Occupational Therapy
20 [ e [ SH1481500  MC Family Medicine
21 e e s SH1053500 _ AH Physical Therapy

)

e [0 Taeon. )

5:07 PM
4/20/2011

A [ W ol

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
\Ji

2. Click the Save As option.
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2} PS Desktop-XA6 - Citrix online plug-in
I/_\ H9 &) Microsoft Excel = =
& M View [zl
ﬂ New | Save a copy of the document = S g mmet- || m -
. Excel Workbook E iﬁ i‘é = ¥ Delete - || (@~ %i lia
~ [Edl| Save the file as an Excel Workbook. Iv % % s H"ﬁﬂ .;HE‘ Conditional Format Cell . Sort & Find &
|/ Gpen ===/ Formatting  as Table = Styles = [ Format - || 27 Fitter~ Select~
{3 Excel Macro-Enabiea Worcsook = Mumber = Styles Cells Editing
X congert 4] Save the workbook in the XML-based and b ¥
- macro-enabled file format.
%y Excel Binary Workbook o = L
H Save Tmssa| Save the warkbook in a binary file format c D E
optimized for fast loading and saving.
H savess > | [y Excel 27-2003 Worbook [Deptin [Dept i
1l | Save a copy of the workbook that is fully
compatibie with Excel 87,2003, SH2067165  HP Clin Lab Blood Bank
@ Print » {3 OpenDocument Spreadsheet SH2067220 HP EKG -
@D Save the workbook in the Open Document SH1496500  MC Psychiatry
B K Format. SH1496000  MC Pediatrics
,%
repare PDF 0 XPS SH1497200  MC Surgery
- ;:;"{'5‘" slcopmientb gwoikb ootias 2Py SH1497350  MC Arthritis & Rheumatology CE
ile.
a send SH1498100  MC EA Conway
—] Other Formats
. Open the Save As dislog box to select from SH1491100  MC Emergency Medicine
£,/ Publish b all possible file types. SH1497290  MC Oral & Maxillofacial Surg
SH1407400  MC FW Cancer Center
15 Sever b SH2067162  HP Clin Lab Hematology
s SH2067490  HP Rehabilitation Services
(. " SH1491510  MC Fam Med Rural & Comm Med
" o SH1491610  MC Fam Med Rural & Comm Med
= SH1050100  AH Administration
19 [} SH1083000  AH Occupational Therapy
20 [} SH1491600  MC Family Medicine
|21 M FRIFRT Y ER— SH1053500  AH Physical Therapy L |
Ready ‘ £68| )| 0036 = ) (+
=—]
@ a 5:08PM
tart E Dy =
=

5:08 PM

4/20/2011

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".

5. Click the Save button.

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

Save
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(D) i < s Microsoft Excel = =
) =
- Home Insert Page Layout Formulas Data Review  View @
= ¥ . oo - " . H 7 | Gemnset- | X~ %?.

B Arial Unicode b - [10 ~ [ A® A7) (B 5 |t }Hg ﬁ‘?é Sd A = 1?3
Paste Bz u-|E-|[o- A - - % 3|[%8 8| Conditional Format Cell | .. Sort & Find &
7|l U=l e =Dl |E SRR b I Formatting ~ as Table - Styles~ | (e Format~ || (2~ Fifter~ Select

Clipboard Font i Alignment = Mumber = Styles Cells Editing

AL - fx | Emlpid/name/dept/birthdate ¥

1] BIRTHDATE LIST [Compatibility Mode] _mx

A B8 & D £
1 [Emipia/namerd| 6230
2 I |niD [Name |Deptip |Dept [
3 SH20671656  HF Clin Lab Blood Bank
4| SH2067220  HP EKG
5 | SH1496500  MC Psychiatry
6 | SH1496000  MC Pediatrics
7| SH1497200  MC Surgery
8 | SH1497350  MC Arthritis & Rneumatology CE
9 | SH1498100  MC EA Conway
10 SH1491100  MC Emergency Medicine
11| SH1497290  MC Oral & Maxillofacial Surg
12 SH1497400  MC FW Cancer Center
13 | 1 SH2067162  HP Clin Lab Hematology
14 | SH2067490  HP Rehabilitation Services
15 | n SH1491610  MC Fam Med Rural & Comm Med
6 r SH1491610  MC Fam Med Rural & Comm Med
7 | SH1497200  MC Surgery
18| SH1050100  AH Administration
19/ SH1053000  AH Occupational Therapy
20 | SH1491600  MC Family Medicine
21 M N SH1053500  AH Physical Therapy
Ready [EEEFTTNe
% S 2
frswar| @] D Yy
x12PM
4/20/2011
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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.

N R R Microsoft Excel
S ome |[Dinsert Pagelayout  Formulas  Data  Review  View ©
3 ‘* Aarial Unicode b - 10~ | A a7 | & |5 = - E ﬁ 7’_;3 ?umm' 2N % l?a
EE = ¥ Delete ~ || [g]~
e iz a oA oM (e e e NG e P T
Clipboard Font i Alignment o Number = Styles cells Editing
a2 - £[ D ¥
S ERORTETE T Compatoy WoaT —=
A B & D E F G H
4 [Emipidinan| 6230
2 D |nip [name [peptio [Dept [ei Junit |
3 SH2067165  HP Clin Lab Blood Bank 8/13/63 LSUSH
4 SH2067220  HP EKG 2/9/69 LSUSH
5 SH1486500  MC Psychiatry 5/14/42 LSUSH
6 SH1496000  MC Pediatrics 2(25/70 LSUSH
7 SH1497200  MC Surgery 12/15/53 LSUSH
8 SH1487350  MC Authiitis & Rheumatology CE 3/19/50 LSUSH
SH1488100  MC EA Conway 7/19/58 LSUSH
SH1491100  MC Emergency Medicine 10/11/67 LSUSH
SH1487200  MC Oral & Maxiliofacial Surg 8/29/66 LSUSH
SH1497400  MC FW Cancer Center 12/15/72 LSUSH
SH2067162  HP Clin Lab Hematology 6/27/56 LSUSH
SH2067480  HP Rehabilitation Services 12/13/50 LSUSH
SH1491610  MC Fam Med Rural & Comm Med 4/14/56 LSUSH
SH1491510  MC Fam Med Rural & Comm Med 2/5(78 LSUSH
SH1497200  MC Surgery 2/10/57 LSUSH
SH1050100  AH Administration 2/11/54 LSUSH
SH1053000  AH Occupational Therapy 6/23/54 LSUSH
SH1491500  MC Family Medicine 2/27/57 LSUSH
SH1053500  AH Physical Therap: 5/28/64 | SUSH
Count:7 |2 (0 1] 20096), 0} )
N si22pM
) 4j20f11
522 PM
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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Q) Lsutiealth

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.
@ PS Desktop-XA6 - Citrix online plug-in ‘: (=] P.S ‘
(a9 - s Microsoft Excel -=
_aj Home Insert Page Layout Formulas Data Review View (7))
£ From Access L L 22 Connedtions | » ﬁ & Clear ‘# g'g 4] pata validation ~ ¢ﬂr; ﬁE; H|E Z
-3 From Web — — g‘ f Propertie 21 3% L?' G Reapply S== T Consolidate LJ LJ ”J =
. From Other | Existing | Refresh o Z| sort | Fitter Tetto  Remove - Group Ungroup Subtotal
LgFromText  squrces~ | Comnections | All~ == Edit Link U 2 advanced || Columns Duplicates 2 What-If Analysis = - -
Get External Data Connections Sort & Filter Data Tools Outline )
n - &[0 ¥
Eﬂ BIRTHDATE LIST [Compatibility Mode] -m X
1 i 6230
2 ID - |NniD ~|Name ~|Deptip ~|Dept ~ |Bi 7] Uit - |
47841 SH2068390 HA Nutritional Services 2/26/93| LSUSH
2816 SH1497400 MC FW Cancer Center 1/19/93|LSUSH
4944 SH1431100 MC Emergency Medicine 6/15/93 LSUSH
5005 SH2068290 HA Health Information Mgmt 7126193 LSUSH
5141 SH2068290 HA Health Information Mgmt 7/2/93 LSUSH
5196 | SH2068390 HA Nutritional Services 1/14/93 LSUSH
8251 | SH2068330 HA Nutritional Services 2/19/93|LSUSH
5311 SH1304050 CA Office of Research 5/1/93 LSUSH
5312 SH1304050 CA Office of Research 8/19/93|LSUSH
8314 | SH1304050 CA Office of Research 8/19/93|LSUSH
5315 SH1304050 CA Office of Research 3/23/93|LSUSH
5316 | SH1304050 CA Office of Research 5/19/93|LSUSH
8313 | SH1304050 CA Office of Research 4/2/93 LSUSH
5319 SH1304050 CA Office of Research 7/8/93 LSUSH
5323 SH1304050 CA Office of Research 6/15/93 LSUSH
8324 | SH1304050 CA Office of Research 9/19/93|LSUSH
5325 SH1304050 CA Office of Research 6/13/93|LSUSH
5394 | SH1497400 MC FW Cancer Center 5/13/93|LSUSH
5395 L. - e SH1306000 CA Medical C 12/16/93 LSUSH I |
Ready 28 of 6230 records found Count: 7 ‘ /(0] [ |pk00360 (= 0— (&
P 5:30PM
) 4/20/11

e 24
aill oy il

4/20/2011

Step

Action

In this example you will delete the NID column.

Click the B column to highlight the entire column.

Click the Home button.
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Q LSUHezalth

@ 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
perte || [Bdrme| [ [ A | - ([$ - % o |[%8 £8] Conditional Fomat  Cel — e OME& FiNGE
Farmatting ~ s Table - Styles Filter ~ Select
Clipboard & Font = Alignment = HNumber 3 Styles Cells Editing
B1 - £ | 6220 ¥
1) BIRTHDATE LIST [Compatibility Mode] _=x
c D E F G H g
1
2 [Beptic T~ Joent T~ BiaateJomi~]
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
52651 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
5314 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
5318 SH1304050  CA Office of Research 4/2193 LSUSH
5319 SH1304060  CA Office of Research 7/8/93 LSUSH
5323 SH1304050  CA Office of Research 6/15/93 LSUSH
5324 SH1304050  CA Office of Research 9/19/93| LSUSH
5325 SH1304080  CA Office of Research 5/13/93 LSUSH
5394 SH1497400  MC FW Cancer Center 5/13/93 LSUSH
5395 Wi ooty Bloom sverm SH1306000 | CA Medical C: 12/16/93 LSUSH L |
Ready 28 of 6230 records found Count: 30 u@@ ). ()
‘Start. @ Eﬁ A )

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.

@ PS Desktop-XAb - Citrix online plug-in F—-EII“

N A s Microsoft Excel =
Home Insert Page Layout Formulas Data Review  View

=0 ¥ . sl = - = = *j ) 7 =nsert || X - %7

[ Arial Unicode b (10 - || A" &7 | & |5 Tt b B B o peite - || [+ lﬁ

e P EEA = | e B S e g
Clipboard & Font {Fl Alignment irl Number ] styles Cells Editing

AL - 5 | Emlpid/name/dept/birthdate ¥
3] BIRTHDATE LIST [Compatibility Mode] -=x
n [ —1 ¢« o e |fl o | v R

1 |Emipid/nanje/dept/birthdate

2 |Ib ~ |Name ~|Deptip - [Dept ~ [Birthdate ¢ [Unit - |
4784 SH2068390  HA Nutritional Services 2/26/93 LSUSH
4816 SH1407400 MG FW Cancer Center 1119/93 LSUSH
4944 SH1491100  MC Emergency Medicine 6/15/93 LSUSH
5095 SH2068290  HAHealth Information Mgrt 7/26/93 LSUSH
5141 SH2068290  HA Health Information Mgt 712193 LSUSH
5196 SHZ068390  HA Nutritional Services 1114/93 LSUSH
5251 SH2068390  HA Nutritional Services 2/19/93 LSUSH
5211 SH1304050  CA Office of Research 5/1/93 LSUSH
5212 SH1304050  CA Office of Research 8/19/93 LSUSH
5314 SH1304050  CA Office of Research 8/19/93 LSUSH
5315 SH1304050  CA Office of Research 3/23/93 LSUSH
5216 SH1304050  CA Office of Research 5/19/93 LSUSH
5218 SH1304050  CA Office of Research 4/2/93 LSUSH
5319 SH1304050  CA Office of Research 7i8193 LSUSH
5323 SH1304050  CA Office of Research 6/15/93 LSUSH
5324 SH1304050  CA Office of Research 9/19/93 LSUSH
5325 SH1304050  CA Office of Research 5/13/93 LSUSH
5204 SH1407400 MG FW Cancer Center 5/13/93 LSUSH
£a20s Madtical 1nm15m0 1 eLien ||
Ready 28 of 6230 records found =T [ (+)
[7start @ \l\_‘s - 0 i;;lnm -

27 M B W
- | 4/20/2011

Step Action

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

3. Click the Format option.

o]

4, Click the Column Width list item.
| Column Width... ||
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@ PS Desktop-XAb - Citrix online plug-in

e <
_gy Home Insert Page Layout Formulas Data Review View (7))
3 "“ Arial Unicode b - |10~ (A0 &7| [ |[#-] & || ceneral - ijﬂ ﬁ‘ié‘ g 5“["“"' N ‘%? l?a
~E = == S Delete - | (@]
] DELEEEEE S e 3= o o) Groorm oz | | 50 28 TS
Clipboard Font il Alignment = MNumber ) Styles Cells Editing
81 - £ ¥
F‘_—_'] BIRTHDATE LIST [Compatibility Mode] -m X
A B & D E F G E
1 [Emlpidinan{erdept/birthdate
2 b - [Name ~[Deptip - [Dept -~ [Birthdate _v]Unit - |
47840 ¥ SH2068390  HA Nutritional Services 226/93 LSUSH
4816t | SH1407400  MC FW Cancer Center 1/19/93 LSUSH
29441 i SH1491100  MC Emergency Medicine 6/15/98 LSUSH
5005 [( . SH2068200  HA Health Information Mgt 7126198 LSUSH
5141 [( 4 SH2068290  HA Health Information Mgt 772193 LSUSH
5196 1 ¥ SH2068300  HA Nutritional Services 1/14/93 LSUSH
5261 ( | i3 Column Width 2| X vices 2/19/93 LSUSH
5311 [( | SH  olurn width: arch 5/1/93 LSUSH
53121 ¥ " SH barch 8/19/93 LSUSH
5314 ( ¥ SH Canel | barch 8/19/98 LSUSH
5315 ( i SH 0o CAOMCE OTREStarch 3/23/93 LSUSH
53161 } SH1304080  CA Office of Research 5/19/93 LSUSH
5318 ( \ SH1304050  CA Office of Research 4/2/98 LSUSH
5319 [( ¥ SH1304050  CA Office of Research 778193 LSUSH
5323 1 } SH1304080  CA Office of Research 6/15/93 LSUSH
5324 ( 4 SH1304050  CA Office of Research 9/19/98 LSUSH
5326 [( 4 SH1304050  CA Office of Research 5/13/98 LSUSH
5394 ( t SH1497400  MC FW Cancer Center 5/13/98 LSUSH
i) 114 Rdedinal i 4748105 | SLISLL L
Ready 28 of 6230 records found Count: 29 \J@Q ). ()

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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a9 - s Microsoft Excel
_g) Home Insert Page Layout Formulas Data Review View (7))
= ¥ - L EEE = = *j ) P ||E=nset - || =~ %L—(
= % Arial Unicode I ”m A &) = General e Eﬁ gd o omte - || @ 1?3
e g |me A 1 s o1 o o S e | o S T
Clipboard Font il = MNumber ) Styles Cells Editing
B1 - £ ¥
£31) BIRTHDATE LIST [Compatibility Mode] =%
A B c D E F c
1 [Emlpidinanje/dept/birthdate
2 b ~|Name. ~|Deptip |~ [Dept - |Birthdate | [unit - |
4784 SH2068390  HA Nutritional Services 2/26/93 LSUSH
4816 | SH1497400  MC FW Cancer Center 1/19/93 LSUSH
4944 i SH1491100  MC Emergency Medicine 6/15/93 LSUSH
5005 . SH2068200  HA Healtn Information Mgmt 7/26/93 LSUSH
5141 4 SH2068290  HA Healtn Information Mgmt 712/93 LSUSH
5196 ¥ SH2068300  HA Nutritional Services 1714793 LSUSH
5261 | SH2068300  HA Nufritional Services 2/19/93 LSUSH
5311 | SH1304050  CA Office of Research 5/1/93 LSUSH
5312 ¥ " SH1304050  CA Office of Research 8/19/93 LSUSH
5314 ¥ SH1304050  CA Office of Research 8/19/93 LSUSH
5315 i SH1304050  CA Office of Research /23/93 LSUSH
5316 } SH1304050  CA Office of Research 5/19/93 LSUSH
5318 \ SH1304050  CA Office of Research 412/93 LSUSH
5319 ) SH1304050  CA Office of Research 7/8/93 LSUSH
5323 4 SH1304080  GA Office of Research 6/15/93 LSUSH
5324 ¥ SH1304050  CA Office of Research 9/19/93 LSUSH
5326 t SH1304050  CA Office of Research 5/13/93 LSUSH
5394 t SH1497400  MC FW Cancer Center 5/13/93 LSUSH
; s Mtedicnt

Ready 28 of 6230 records found

o] B

4nrama L elEn
Count: 29 ‘ R ST e )

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.

Click the AutoFit Column Width list item.

I AutoFit Column Width |

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.

Training Guide
Human Resources Query Basics 9.1

&9 Ps Desktop-XA6 - Citrix online plug-in [
() 9 - ¢ Microsoft Excel Som
D ome | mmsert Pagelayout  Formulas Data  Review  View @
e
=) ¥ - e - # == 7 | gamnset- | X -
B 5 Arial Unicode I = |10 (A & Text g ?}a L‘;ﬂ = pete - || 31+ l?a
e SRS | EEE | e o e  Ee
Clipboard Font fa Alignment = Humber T Styles Cells Editin}
8245 - e | John Kilpatriek ¥
6] BIRTHDATE LIST [Compatibility Mode \Expand Eouy st Bay, ChlLShift LA
A B c D E F G H
1 [Emipia/namerdeptbirthaate
2 [ip - [Name ~|Deptip |~ |Dept ~|Birthdate - Junit - |
a 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 [ SH1496000  MC Pediatrics 2/26/70 LSUSH
7| SH1407200  MC Surgery 12/16/58 LSUSH
8 [ SH1497850  MC Arthritis & Rheumatology CE 3/19/50 LSUSH
9 | SH1488100  MC EA Convay 7/19/58 LSUSH
10 | SH1497100  MC Emergency Medicine 10/11/67 LSUSH
1 | SH1497280  MC Oral & Maxillofacial Surg 8/29/66 LSUSH
12 | SH1467400  MC FW Cancer Center 12/15/72 LSUSH
13 | SH2067162  HP Clin Lab Hematology 6/27/56 LSUSH
14 | SH2067400  HP Rehabilitation Services 12/13/50 LSUSH
15 | SH1491510  MC Fam Med Rural & Comm Med 4/14/56 LSUSH
16 | SH1491610  MC Fam Med Rural & Comm Med 2/5/73 LSUSH
17 | SH1407200  MC Surgery 21067 LSUSH
18 | SH1050100  AH Administration 2/11/54 LSUSH
19 | SH1083000  AH Occupational Therapy 6/23/54 LSUSH
20| SH1491600  MC Family Medicine 2/27/67 LSUSH
v, —— ot iy T el ooy | |
[ e
[start @ 2z A 0} iz;ﬂ ool

—
5:59 PM
4/20/2011

27 W B

A M @ ol

Action

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

Click the Find & Select button.

2. Click the Find option.

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

Click the Find Next button.
Find Mext

5. 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".

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

6. This completes Find.
End of Procedure.
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Sort Using Multiple Criteria

Procedure

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

Training Guide
Human Resources Query Basics 9.1

N R R Microsoft Excel o
Home Insert Page Layout Formulas Review  View @
= & - el = 0 = - *j P 7 | Samset- | X~ %
B & Arial Unicode I = |10 (& &) |[#-] S |1en g ﬁg—ﬂ L‘;ﬂ S ouete~ || @ l?a
] S ECEEE | [ e g P T
Clipboard & Font o Alignment = Mumber i Styles Cells Editing
AL - x| Emlpid/name/dept/birthdate v
G5f) BIRTHDATE LIST [Compatibility Mode] _=x
A B & D E F G H
1 [Emipid/nantesdepunirthaate
2 [ip |~ |Name ~[peptip | - [pept |~ [Birthdate - Junit - |
2 SH2067165  HP Glin Lab Blood Bank 8/13/63 LSUSH
4 SH2067220  HP EKG 2/9/69 LSUSH
5 SH1496500  MC Psychiatry 5/14/42 LSUSH
5 SH1496000  MC Pediatrics 2/25/70 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
12 SH2067162  HP Clin Lab Hematology 6/27/56 LSUSH
14 SH2067400  HP Rehabilitation Services 12/13/50 LSUSH
15 SH1491510  MC Fam Med Rural & Comm Med 4/14/56 LSUSH
16 SH1491510  MC Fam Med Rural & Gomm Med 2/5/73 LSUSH
7 SH1487200  MC Surgery 2/10/57 LSUSH
18 SH1050100  AH Administration 2/11/54 LSUSH
19 SH1053000  AH Occupational Therapy 6/23/54 LSUSH
SH1481500  MC Family Medicine 2/27/57 LSUSH
o Dkeieal Th, neies L clicu L |
[EEFT e Y &)
Ay SBM

6:20 PM

4/20/2011

Action

1. Click the Data button.

2. Click the Sort button.
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2} PS Desktop-XA6
FE L —=
Home Insert Page Layout Formulas Data Review View (7))
(£ From Access 5 5 lﬂ |C5] Connections 2 1?' % Clear = m=m @ |24 DataValidation ~ ¢g 3‘2 “‘ZD =
4] [2 X
FromWen  — = = 5 properties e T Reapply 2 [Fia Consalidate L e o =
~ From Other Existing Refresh N il Sort Filter Y’ Textto Remove Group Ungroup Subtotal
[MFromText  Sources= | Connections | All= &2 Edit Links | 20 Advanced | columns Duplicates =P What f Analysis ~ > s
Get External Data Connections Sort & Filter Data Tools Outline )
A3 - fx | 0004320 ¥
B3] BIRTHDATE LIST [Compatibility Mode] _=x
A B8 & D £ F G H
1 [Emipid/namerdept/birindate
2 Ib |~ [Name |~ [pepti - [pept |~ [Birthdate | - [unit ~
3| . SH2067165  HP Clin Lab Blood Bank 8/13/63 LSUSH
4] . SH2067220  HP EKG 3/9/69 LSUSH]
e —- S sort 21x1psH
L} - y|addlevel X Deletelevel Ly CopylLevel | © 0 optons. 1 vty i s |
7 |- —_ SH
3 } : " Colurn [sorton [ order | Lis
9 Jhee Sortby | I I [values =] [Awz = sl
10 [ - SH
11 | - SH
12 | SHI
18 | . 5
14— SH
15 | - SHI
16 [ B . SH
17 [osuss " ok Cancel SHi
| Lo ot |
18 [ FrTOSUTO— T ZrrosTSUSH
19 | ! SH1053000  AH Occupational Therapy 6/23/54 LSUSH|
20 [ - . SH1491500  MC Family Medicine 227457 LSUSH
il Liansas L Dl T sinou L
Ready BT Ne —
- f X Py i2PM
Lrstart ‘3 ) 4ot

6:32 PM

4/20/2011

Step Action

3. Click the button to the right of the Sort by field to define the first level of sort.

@ PS Desktop-XA6 - Citrix online plu:
ﬁ Hg-- )5 -
Home  Inset  Pagelayout  Fommulas | Data | Review  View @
£ From Access 5 5 |'j (3] Connedtions | 4 j ? & Clear EEJ m=m @ |2 Datavalidation - er fg LE =
ANE - ¥
3 From Web =0 = S % properties Lib ¥ Reapply =2 [ Consolidate i e
N-." From Other | Existing | Refresh ) sort | Filter | Totto  Remove Group Ungroup Subtotal
(FromText  sources- | Connections || All- 52 Editlinks {7 advanced || Columns Duplicates = What-if Analysis ~ 5 5
Get Bxternal Data Connections Sort & Filter Data Tools Outline =
A3 i £« | 0004320 ¥
B ERTOATETR T CompaToy Moo —=
A B & D E F G H
1 [Emipia/namerdepubirtnaate
2 [ip |~ [Name |~Joepin |- Tpept i |~ Junit ~
3 . SH2067165  HP Clin Lab Blood Bank 8/13/63 LSUSH
ap = SH2067220  HP EKG 3/0/69 LSUSH
T e T — 21 sy
6 - o - o SH
s|Addlevel X Deletelevel Z3Copylevel | & Opfions... 1% My data fas headers
7R —_ SHI
Colum [Sorton [Order |
8 o el SH
) . AL =] [aues =] [awz =l s
1D
10 - - e SHI
1 - SH
2 . e SH
13 - Uit SH
14§ SHI
15 - r SH
16 SH
178 cancel | s
18§ rroTeT aa o sUSH)
19 [ . SH1053000  AH Occupational Therapy 6/23/54 LSUSH|
20 B - . SH1491600  MC Family Medicine 227157 LSUSH
‘ =0 Mok
33PM
af20/11

:33 PM

4/20/2011
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Step Action

4, Click the Dept list item.
5. Click the Add Level option.

) Add Level

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.

Vil 9 - : Microsoft Excel
Home | Inset  Pagelayout  Fommulss  Data  Review  View @
* - =l = = - # == D || 5= insert ~ ):v%
B 5 Arial Unicode I = |10 il S| Tet g ?}a L‘;ﬂ S perte - | 31+ l?a
e iz o A | S |AS ) ot ot |, 0 e e
Clipboard Font i Alignment o Number = Styles cells Editing
AL - x| Emlpid/name/dept/birthdate ¥
@ [Read-Only] [Compatibility Mode] - =X
A B c D E F <} i
1 |[Emipidinamerd| 6230
2 |ID ~ [nD ~ [Name - [DeptiD ~ [Dept ~[Bi 7 [Unit ~
566 SH1651700  BR Acct Payroll 1/11/92 LSUSH
607 SH1909800  BR Auxiliary Administration /23/92 LSUSH
675 SH2058900  BR Hospital Billing 9/4/92 LSUSH
710 | SH1674000  BR Human Resource Management 7719/93 LSUSH
974 | SH1308000  CA Medical Communications 12/16/93 LSUSH=
1023 SH1304060  CA Office of Research 8/16/92 LSUSH
1024 SH1304050  CA Office of Researcn 11/20/92 LSUSH
1025 SH1304050  CA Office of Research /23/93 LSUSH
1026 | SH1304060  CA Office of Research 412/93 LSUSH
1027 | SH1304050  CA Office of Researcn 5/1/93 LSUSH
1028 SH1304050  CA Office of Researcn 5/13/93 LSUSH
1029 SH1304050  CA Office of Research 5/19/93 LSUSH
1030 SH1304060  CA Office of Research 6/15/93 LSUSH
1031 SH1304050  CA Office of Researcn 718/93 LSUSH
1032 SH1304050  CA Office of Research 8/19/93 LSUSH
1033 SH1304060  CA Office of Research 8/19/93 LSUSH
1034 SH1304050  CA Office of Researcn 9/19/93 LSUSH
1047 SH1654000  CA Shared Billing Services 7/16/92 LSUSH
1188 SH2058460  HA Central Medical Suppl 3/7/92 LsUSHLL | |
Ready 62 of 6230 records found ‘Q ) )
£7start @

4/20/2011

Step 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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@ PS Desktop-XA6 - Citrix online plug-in

(D) Microsoft Excel =
a =
| print preview @
@ - © L_$ Next Page E

=T Previous Page
Print Page | Zoom Close Print
Setup Show Margins | ~preview
Frint Zoom Preview
—
EIE
{"Bage 3| margns | Hesderfrooter | sheet |
Orientation
@ Porait € Landscape
Sealing
* Adjust to: % normal size
© Fitto: 1 =] page(s) wide by |1 =l
Papersize:  [Letter =
Print gusitys [600 di ~
First page number: [auto
Options...
OK I Cancel |
Preview: Page 1 of 4 [ zoomin oo (5
r—1
2 a 7:09PM
[7start @ \]_Y_: A0 4/20/11 =

. 209
o i o oy OPM

4/20/2011

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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