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To:  	Statewide Financial System (SFS) Agency Coordinators
From:	NYS Information Technology Services (ITS) Pivot Team
[bookmark: _GoBack]Subject: Using PeopleSoft (PS) Query Manager share a private query 

Query Manager enables copying a query from one user’s list of queries to another user’s list of queries. Only private queries can be copied to another user’s list of queries. 
The target user must have permission to access all of the records in the copied query in order for the copied query to appear in the target user’s list of queries. 

This guide provides step-by-step instructions for copying a query to another user.
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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.


	1. [bookmark: T10_F16]
	Click in the begins with box and enter “AP_PYMNT”.
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	1. 
	Click the Search button.
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	Step
	Action

	1. 
	All queries that begin with AP_PYMNT should be displayed.
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	Step
	Action

	1. 
	Click the Select box for the query to be copied. In this instance, select AP_PYMNT_VOUCHER.
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	1. 
	Click the *Action list and select Copy to User.

	1. 
	Click the Go button.
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	Step
	Action

	1. 
	Click in the box and enter the User ID of the individual who should be sent a copy of the query. 
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	1. 
	Click the OK button.
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	Step
	Action

	1. 
	A message will appear indicating that the query was successfully copied or that the query was not successfully copied because a query with that name already exists.

	1. 
	Click the OK button.
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	1. 
	The query will appear in the private query list of the recipient user.

	1. 
	End of Guide
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