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PSP Query Reporting Tools 

Description:  To help analyze where PO adjustments need to be made when PSP budget checking errors occur, public PSP query reporting tools have been developed.  These queries must be run against the KK Financial Plan ledgers.

Access to PeopleSoft (PS) Query Viewer or Manager is needed.

Queries:
NY_PSP_PL_DET
· PO information is displayed at the line level.

NY_PSP_PLD_DET
· PO information is displayed at the distribution level.


	Step
	Action

	1. [bookmark: T6_F201]
	From the Main Menu, navigate to the Query Viewer page in the Reporting Tools module:

Reporting Tools > Query > Query Viewer


	1. 
	The Query Viewer page can be used to enter search criteria to search for a query.


	1. 
	Click on the Search By field.


	1. 
	Notice that queries can be searched by Access Group Name, Description, Folder Name, Owner, Query Name, Type, Uses Field Name, and Uses Record Name.


	1. 
	Click on the Begins With field and enter the desired information.

To find the PSP queries, enter "NY_PSP".

	1. 
	Click on the Search button.


	1. 
	If all of the search results do not display on the initial page, the View All link can be clicked to view all of the search results.


	1. 
	To open the query in an HTML format, click on the HTML link.

From the HTML format, the query can be downloaded into an Excel spreadsheet or a .csv text file.  The data is the same in both the HTML format and the Excel spreadsheet.  By downloading the Excel spreadsheet, the information can be filtered for ease in use.


	1. 
	To open the query in an Excel spreadsheet, click on the Excel link. 


	1. 
	To open the query in an XML format, click on the XML link. 


	1. 
	The Schedule link may be used to schedule the query to run at a specific time. This option can be used when the query results are too large to run in Query Viewer.


	1. 
	After a format option is selected, a list of parameters that can be entered will be displayed.  Those fields with an asterisk (*) next to them are required fields.


	1. 
	The Business Unit field is required and is used to enter the Business Unit for which to run the query.
Click on in the Business Unit field and enter the desired information.


	1. 
	The Ledger Group field is required and is used to enter the PLAN ledger for which to run the query.
Click on in the Ledger Group field and enter the desired information.

Valid entries for the Plan ledgers for Non-Capital Project Funds are: 
KK_PLANA1 (monthly; data entry and tracking)
KK_PLANA2 (quarterly; budget – planned - expenditures)
KK_PLANA3 (annual; budget - expenditures)

Valid entries for the Plan ledgers for Capital Project Funds are: 
KK_PLANC1 (monthly; data entry and tracking)
KK_PLANC2 (life to date; budget – planned - expenditures)
KK_PLANC3 (life to date; budget - expenditures)


	1. 
	The Budget Period From and To fields are required and are used to enter the budget period for which to run the query.

Care should be taken when selecting the budget period.  For instance, if the quarterly plan (i.e. KK_PLANA2) has been entered, a quarterly budget period must be selected (i.e. Budget Period From 201516Q1 and Budget Period To 201516Q2).  


	1. 
	The rest of the parameter fields are optional, but can be specified to limit the query results.  

For instance, to find information on a specific Purchase Order, enter the PO No.  To find all Purchase Orders hitting a specific budgetary string, enter the known budgetary Chartfields.


	1. 
	After all desired parameters have been entered, click on the View Results button.


	1. 
	The results will be displayed in the format selected (XML, HTML, or Excel).


	1. 
	End of Procedure 
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