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

Query Viewer is used to run a pre-defined query against database tables or views. The query definition determines what fields are included in the results. The query may include criteria to limit the results.  For instance, a specific business unit may be part of the selection criteria, so results will include only that agency's transactions. Also, the query can include run parameters that the user must enter when running 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

	…
	
	
	
	
	



Users with the Query Viewer role may only search for and run queries that have been defined as public queries. If the user has access to Query Manager and can write queries, private queries they have created can also be located and run using Query Viewer. 
 
Query results may be viewed in may be viewed in HTML format or downloaded to an Excel spreadsheet or XML file. 

This guide provides step-by-step instructions for locating and running an existing query.
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	Step
	Action

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

Click the Reporting Tools link.
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	Step
	Action

	1. [bookmark: T6_F203]
	Click the Query link.

	1. [bookmark: T6_F205]
	Click the Query Viewer link.
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	Step
	Action

	1. [bookmark: T6_F207][bookmark: T6_F131]
	The Query Viewer page is used to enter search criteria to locate a query.

	1. [bookmark: T6_F224]
	The Basic Search view is displayed first.

A Search By option may be selected and text entered in the Begins With field.

Queries may be located by Access Group Name, Description, Folder Name, Owner, Query Name, Type, Uses Field Name, and Uses Record Name.

	1. [bookmark: T6_F263]
	For this scenario, the Advanced Search will be used.

Click the Advanced Search link.
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	Step
	Action

	1. 
	Click the Query Name list.
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	1. 
	Click the contains list item.
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	1. [bookmark: T6_F255]
	Click in the Query Name field.
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	1. [bookmark: T6_F257]
	Enter the desired information into the Query 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 "NY_AR_DEP".

	1. [bookmark: T6_F259]
	Click the Search button.
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	Step
	Action

	1. 
	Notice that all of the search results begin with NY_AR_DEP.

In addition to the search criteria, the results will be restricted to pre-defined queries that are public. If the user has access to Query Manager and can write queries, private queries will also be displayed.

	1. 
	All results found are displayed. If more results are found, Click the View All link or use the navigation icons to view the remaining results.

	1. 
	The Excel link may be used to open the selected query in an Excel spreadsheet.

	1. 
	The XML link may be used to open the selected query in an XML file format.

	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. 
	The Favorite link may be used to designate a query as a favorite. If selected, this query will be displayed on the first Query Viewer page.

	1. 
	The HTML link is used to run the query and display results in an HTML format. It is recommended to always run the query first in this format to confirm the desired results are displayed.

For the Query NY_AR_DEP_NEED_APPROVAL, click the HTML link.
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	Step
	Action

	1. 
	This query was designed to include parameters that will restrict the results.

	1. [bookmark: T6_F55]
	Click in the Deposit Unit field.
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	1. [bookmark: T6_F57]
	Enter the desired information into the Unit field. 

For this scenario, enter "AGM01".

	1. [bookmark: T6_F152]
	Click in the Entered Date From field.
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	1. [bookmark: T6_F59]
	Enter the desired information into the Entered Date From field. 

For this scenario, enter "1/1/2015".

	1. [bookmark: T6_F61]
	Click in the Entered Date To field.
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	1. [bookmark: T6_F63]
	Enter the desired information into the Entered Date To field. 

For this scenario, enter "4/30/2015".

	1. [bookmark: T6_F65]
	Click the View Results button.
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	Step
	Action

	1. 
	The results are displayed in an HTML format.

	1. 
	The fields displayed are determined by the query's definition. Changes to the query results, such as adding new fields or removing fields, may not be performed when accessing the query through Query Viewer. 

	1. 
	The results displayed will be limited by the prompt values. 

It is important to note that the query may not return all transactions depending on a variety of factors:
• Business unit security
• Restrictions on access to sensitive data

	1. 
	From the HTML format, the query can be downloaded into an Excel spreadsheet, CSV text file, or an XML file.

Click the Excel SpreadSheet link.
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	Step
	Action

	1. [bookmark: T6_F97]
	Click the Open button.
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	1. [bookmark: T6_F182]
	Notice that the data that appears in the Excel spreadsheet is the same data that displayed in the HTML format.

Downloading the data into the Excel spreadsheet allows the information to be filtered for easy viewing and analysis.
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	Step
	Action

	1. [bookmark: T6_F101]
	Click the Close button to close Excel.
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	1. 
	Click the Close button to close the HTML display.
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	1. [bookmark: T6_F128]
	The query may be run again using different parameters.

	1. [bookmark: T6_F4]
	End of Guide
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