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To:  	Statewide Financial System (SFS) Agency Coordinators
From:	NYS Information Technology Services (ITS) Pivot Team
Subject: Using PeopleSoft (PS) Query Manager to create a new query
[bookmark: _GoBack]
Query Manger allows users to view existing queries, modify existing queries, and create new queries. 
Queries that are public cannot be modified. However, users may use public queries as a basis for a custom query. New queries can be created using existing queries or by selecting records (tables) that contain the desired information. The flexibility of query development is limited only by a user’s security access, which determines if that user has the rights to view the data being requested by the query.

A query is composed of several components:

· A database table or record indicating where data is located.
· Fields containing the specific pieces of information.
· Optional: Criteria specifying the conditions that the retrieved data must meet. 

For example, an Employee record on a database could be comprised of multiple employees with several fields, including the employee id, employee name, address, etc.  When using the Employee table, a user may want to limit the information selected by including criteria to select only those employees in the city of Boston.

Employee Record containing multiple rows of employee data stored in fields:

	Row
	Employee Id
	Employee Name
	Address
	City
	State

	1
	123456788
	Jane Doe
	1 Main Street
	Boston
	MA

	2
	123456789
	John Doe
	3 North Street
	Boston
	MA

	3
	123456790
	Joseph Doe
	5 South Street
	Boston
	MA

	…
	
	
	
	
	



After the query is defined, the results may be viewed in HTML format or downloaded to an Excel spreadsheet or XML file. Changes can be made to the query as needed to retrieve exactly the data that is required. A query can be saved for later use and can be rerun.  Queries are saved as private queries, available only to the query developer who defined the query. However, a private query can be shared with another query user.

This guide provides step-by-step instructions for creating a new query.
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	Step
	Action

	1. [bookmark: T10_F6]
	From the Home page, navigate to the Query Manager page in the Reporting Tools module.

Click the Reporting Tools link.
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	Step
	Action

	1. [bookmark: T10_F10]
	Click the Query link.

	1. [bookmark: T10_F12]
	Click the Query Manager link.
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	Step
	Action

	1. [bookmark: T10_F14][bookmark: T10_F337]
	The Query Manager page is used to search for existing queries or create new queries. 
The Find an Existing Query page is displayed by default.

Private queries found through this page may be updated by the Query Manager user.  A favorites list will also display on this page if the Query Manager user has added a query as a favorite.

	1. [bookmark: T10_F16]
	Click the Create New Query link.
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	Step
	Action

	1. 
	A query is composed of required and optional components.

The record or database table is selected to indicate where the data can be found. At least one record must be selected when defining a new query.

Fields that are available on that table are then selected to appear in the query results.

Optional criteria can be added to retrieve the desired results, such as requiring a search parameter when the query is run or "hard-coding" a constant value. 

	1. 
	The Records tab is used to select the records that will be used in the query.

	1. 
	The Query tab is primarily used to select the fields that will display in the query results.

	1. 
	The Run tab is used to run the query and view the results. Results may be viewed in an HTML format or downloaded to a Microsoft Excel spreadsheet.

	1. 
	The remaining tabs are used to customize the query to restrict query results to only the desired data.

	1. 
	The Basic Search page displays by default. A Search By option may be selected from the list, and search data entered in the Begins With field.

For this scenario, the Advanced Search page will be used to locate a record.

	1. 
	Click the Advanced Search link.
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	Step
	Action

	1. [bookmark: T10_F18][bookmark: T10_F343]
	The Advanced Search page provides more flexibility in locating a record.

Search operators may be used to locate the record, using the Record Name, Description, Uses Field Name, or Access Group Name option.

	1. [bookmark: T10_F20]
	Click the Record Name list.
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	1. [bookmark: T10_F379]
	Operators aid in searching by narrowing down the search results to match specific criteria. 

The application supports the following 10 operators:

• less than ( < )
• less than equal to ( <= )
• equal to ( = )
• greater than ( > )
• greater than equal to ( >= )
• begins with
• between 
• contains
• in
• not equal to ( not = )
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	Step
	Action

	1. [bookmark: T10_F22]
	Click the contains list item.
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	1. 
	Click in the Record Name field.
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	1. 
	Enter the desired information into the Record Name field. 

Any record that contains the search word or phrase entered will be located. The use of wildcards is not required when using contains, unless entering multiple search words. For instance, entering "NY%PO" would result in any record that contains those letters in its name.

For this scenario, enter "PYMNT_VCHR".

	1. 
	Click the Search button.
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	Step
	Action

	1. [bookmark: T10_F24][bookmark: T10_F26][bookmark: T10_F28][bookmark: T10_F385]
	All records that match the search criteria will display.

If more records are found than are displayed, use the View All link or the First, Last, Previous Page, and Next Page icons to move between pages of records.

	1. [bookmark: T10_F388]
	The Show Fields link is used to view a list of fields available on the record. This option can be very useful for new query developers who may not be familiar with the table structure.

	1. [bookmark: T10_F30]
	The Add Record link is used to select the record for use in the new query.

Click the Add Record link for the PYMNT_VCHR_XREF record.
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	Step
	Action

	1. 
	The Query page displays the fields available on the record selected on the previous page.

	1. 
	When creating a new query, the list of fields available in the record will display.

The Show Fields/Hide Fields icon may be used to collapse or expand the field list. [image: ]

	1. 
	The Sort icon may be selected to sort the fields alphabetically. The icon may be selected a second time to restore the original sort order. [image: ]

	1. 
	Tables are organized in a parent/child structure. Query Manager enables the query developer to join tables in order to get more comprehensive results.

The Hierarchy Join link is used to join a child table to its parent table.

	1. 
	Notice that not all fields have been displayed. The View 100 link, and the First, Last, Previous Page, and Next Page icons may be used to view the remaining fields.

	1. 
	The fields available on this record are displayed.

Fields denoted by a key symbol are primary fields and may be used when joining multiple records. [image: ]

	1. 
	Query Manager provides multiple navigation paths to perform the same task. 

For instance, the Use as Criteria icon may be selected to use a field to refine results. Many of the same options may be configured in other Query Manager tabs. [image: ]

	1. 
	By default no fields are selected for inclusion in the query results.

When creating a new query, it is a good practice to select all fields and run the query, to view the fields and data. This step will allow the query developer to confirm the correct record was selected and the desired data is included in the query.

After running the unrestricted query, further options can be added to the query definition to refine the results.



	Step
	Action

	1. [bookmark: T10_F32]
	Click the Check All button.
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	1. [bookmark: T10_F34]
	Click the Run tab.
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	1. [bookmark: T10_F455]
	The following warning will display if the number of returned results exceeds pre-defined system allowances, based on the number of rows and the number of columns in the results grid.

Any time this warning is displayed, the query developer must add criteria to the query to limit the results.
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	Step
	Action

	1. [bookmark: T10_F36]
	When creating a new query however, this warning is expected. This query was run without restrictions to ensure the correct record was selected and the correct fields are available.

Click the OK button.
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	1. [bookmark: T10_F458]
	The Run tab displays the query results in HTML format.

	1. [bookmark: T10_F461]
	The fields that are displayed are determined by those fields selected on the Query tab.

	1. [bookmark: T10_F464]
	In this scenario, the record selected included over 100 fields. Each column corresponds to a field on the record. The scrollbar may be used to view all of the fields.
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	Step
	Action

	1. [bookmark: T10_F38]
	Viewing the query results allows the query developer to confirm the correct record was selected.

Next, further options will be added to refine the query.

Click the Query tab.
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	Step
	Action

	1. [bookmark: T10_F40]
	Click the Uncheck All button.
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	1. [bookmark: T10_F467]
	For this scenario, only a subset of fields is required. Use the Fields option to manually select the fields that should display in the query results.

	1. [bookmark: T10_F42]
	Select the BUSINESS_UNIT field.
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	1. [bookmark: T10_F44]
	Select the VOUCHER_ID field.
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	1. [bookmark: T10_F46]
	Select the PYMNT_ID field.
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	1. [bookmark: T10_F48]
	Select the PAID_AMT field.
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	1. [bookmark: T10_F50]
	Select the PYMNT_GROSS_AMT field.
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	1. [bookmark: T10_F52]
	Select the DUE_DT field.
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	1. [bookmark: T10_F54]
	Click the vertical scrollbar.

	1. [bookmark: T10_F56]
	Select the PAY_CYCLE field.
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	1. [bookmark: T10_F58]
	Select the ERROR_FLAG field.
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	1. [bookmark: T10_F60]
	Select the POST_STATUS_AP field.
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	1. [bookmark: T10_F62]
	Click the vertical scrollbar.

	1. [bookmark: T10_F64]
	The Run button may be selected to rerun the query and view the updated results.

Click the Run tab.
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	Step
	Action

	1. [bookmark: T10_F66]
	The query results are still too large to enable all data to be displayed.

Click the OK button.
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	1. [bookmark: T10_F476]
	Notice that only the nine fields that were selected are now displayed.

	1. [bookmark: T10_F479]
	The query still returns too many records.
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	Step
	Action

	1. [bookmark: T10_F68]
	The query results can be further limited by adding criteria.

In this scenario, the results will be limited to a single business unit.

Click the Fields tab.
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[bookmark: T10_F645]
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	Step
	Action

	1. [bookmark: T10_F70][bookmark: T10_F529]
	The Fields tab is used to view the fields that will be included in the query.  These fields were previously selected on the Query tab.

	1. 
	The Col column identifies the order the fields will appear in the results.

	1. 
	The Record / Field name identifies the records and fields.

	1. [bookmark: T10_F621][bookmark: T10_F624]
	The Format column displays the field's type and length.

	1. [bookmark: T10_F627]
	A value will display in the Ord column if the field has been set as a sort field.

Data may be sorted in descending sort order. The letter D appears if the field is set to sort in descending order. If descending is not selected, the default will be ascending (smallest to largest).

	1. [bookmark: T10_F629]
	The XLAT column is used to specify the translate value that should appear in the query results: N (none), S (short), or L (long).

Some data may be abbreviated when stored in fields. The abbreviated field is tied to a translation table that provides the abbreviation for each possible value, as well as a long and short description for each value.  In this scenario, a translated value is available for the POST_STATUS_AP field.  If left as N (none), the query results will display as U (unposted) or P (posted).

The Edit button may be used to request the short or long value for this field. 

	1. [bookmark: T10_F893][bookmark: T10_F631]
	The Agg column displays the aggregate function for each field listed.

Available aggregate functions are: Sum, Count, Min, Max, and Average.

	1. [bookmark: T10_F636]
	The Heading Text column displays the text that will appear in the header column of the query results. 

	1. [bookmark: T10_F638]
	The Edit button is used to change the heading text or to assign an aggregate function. 

	1. [bookmark: T10_F640]
	The Delete icon may be used to remove a field from the query.

	1. [bookmark: T10_F909]
	The Reorder / Sort button is used to change the order in which the fields are displayed or the sort order of the data.

	1. 
	The Add Criteria icon may be used to limit the results of a query based on the values in a field. 

For this scenario, a constant will be defined and associated to the Business Unit field.

Click the Add Criteria button on the Business Unit field.
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	Step
	Action

	1. 
	The Edit Criteria Properties page is used to add selection criteria which will limit the query results.

The criteria limit the selection of data from the table being queried. Any row of data that contains the selection criteria will be retrieved from the system; if the row does not contain the data, the system does not retrieve it.

	1. 
	In this scenario, the results will be limited by defining a constant value for the business unit so only the results for one agency are returned.

	1. 
	Click the Constant option in the Choose Expression 2 Type grid.


	1. 
	Verify the *Condition Type is set to “equal to” in the drop-down list. 

	1. 
	Click in the Constant field.


	1. 
	Enter the desired information into the Constant field. 

For this scenario, enter "ABC01".

	1. 
	Click the OK button.
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	Step
	Action

	1. 
	The Fields screen should be displayed.

	1. 
	Click the Criteria tab.
[image: ]

	1. 
	The criteria entered displays.
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	Step
	Action

	1. [bookmark: T10_F120][bookmark: T10_F122][bookmark: T10_F124]
	Click the Run tab.
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[bookmark: T10_F195][bookmark: T10_F568][bookmark: T10_F570][bookmark: T10_F572][bookmark: T10_F577][bookmark: T10_F197]
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	Step
	Action

	1. 
	The results now only include data from one business unit.

	1. 
	Only a limited number of records were found that match the query's search criteria.

	1. 
	The View All link is used to view all records on one page.

	1. 
	The Rerun Query link may be selected to rerun the query with a different prompt value.

	1. 
	The Download to XML link is used to download the results to an Extensible Markup Language document. XML documents are used for data sharing and will not be used in this scenario.

	1. 
	The Download to Excel link is used to download the results to a Microsoft Excel spreadsheet. 

NOTE: All records found will be downloaded, not just those that are displayed.

Click the Download to Excel link.
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	Step
	Action

	1. [bookmark: T10_F215]
	Click the Open button.
[image: ]

	1. [bookmark: T10_F580]
	The query results have been loaded into a spreadsheet.

Standard spreadsheet functionality may be used to filter the data for analysis and printing.



[image: ]

	Step
	Action

	1. [bookmark: T10_F221]
	Click the Close button.
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	1. [bookmark: T10_F223]
	Click the Don’t Save button.





[image: ]


	Step
	Action

	1. [bookmark: T10_F354]
	Click the View SQL tab.
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	1. [bookmark: T10_F362]
	The View SQL tab displays the structured query language (SQL) statement that is sent to the database when the query is executed.  The SQL is cannot be changed.
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	Step
	Action

	1. [bookmark: T10_F358]
	Click the Save button.
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	1. [bookmark: T10_F583]
	The page is used to save the query and to note optional information about the query.

	1. [bookmark: T10_F586]
	The Query Name field is required.

This name can be used to retrieve the query for future use or updates. It is a good idea to establish a naming convention for queries to facilitate future searches.

The Query Name may not contain spaces. The only special character allowed is an underscore.
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	Step
	Action

	1. [bookmark: T10_F233]
	Click in the *Query field.
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	1. [bookmark: T10_F235]
	Enter the desired information into the Query field. 

For this scenario, enter "AP_PYMNT_VCHER".

	1. [bookmark: T10_F237]
	The Query Description is optional, but it is recommended that a short description be entered. Queries may be located based on description.

Click in the Description field.
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	1. [bookmark: T10_F239]
	Enter the desired information into the Description field. 

For this scenario, enter "Payment Vouchers by BU".

	1. [bookmark: T10_F589]
	Query Manager users can create private folders to organize the queries that they develop.

Enter a Folder name (i.e. “AP”) to create the folder and assign this query to that folder.

	1. [bookmark: T10_F591]
	*Query Type will default to User.

Query Manager users will only have the ability to create User queries.

	1. [bookmark: T10_F595]
	*Owner will default to Private.

Query Manager users may only create Private queries. Private queries may only be accessed by the query developer who defined the query.  After the query is saved, the query can be forwarded to another system user for their use.

	1. [bookmark: T10_F598]
	The Query Definition field is available to enter a more detailed description of the query. This field is informational only and cannot be used to locate the query.

	1. [bookmark: T10_F241]
	Click the OK button.
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	Step
	Action

	1. 
	In this scenario, the query will be located and rerun.

Click the Return to Search button.
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	Step
	Action

	1. [bookmark: T10_F302]
	The Find an Existing Query page is used to locate an existing query.

Click the Search By list.
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	1. 
	The Owner list option may be selected to find all of your private queries.

Click the Owner list item.
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	1. 
	Click the Search button.
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	Step
	Action

	1. [bookmark: T10_F306][bookmark: T10_F601]
	All queries that you have created and saved are displayed.

	1. [bookmark: T10_F603]
	The Folder View list may be used to view queries based on folder assignment.

	1. [bookmark: T10_F364]
	The Action list may be used to perform an action on selected queries. After the action is chosen, click the Go button.

Available actions include:
• Add to Favorites
• Copy to User
• Delete Selected
• Move to Folder
• Rename Selected

	1. [bookmark: T10_F370]
	The Edit link may be selected if changes must be made to the query definition.

	1. [bookmark: T10_F612]
	The Excel link is used to run the query and directly download the results to an Excel spreadsheet.

	1. [bookmark: T10_F614]
	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 an HTML or Excel format.

	1. [bookmark: T10_F312]
	For this scenario, the query will be rerun.

Click the Select box next to the AP_PYMNT_VCHR query name.
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	1. [bookmark: T10_F314]
	Click the HTML link.
[image: ]

	1. [bookmark: T10_F316][bookmark: T10_F318][bookmark: T10_F322]
	Notice the results have been returned for the specified business unit.

	1. [bookmark: T10_F5]
	End of Guide
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