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Bowling Green State University

Training Guide
Query I: An Introduction to PeopleSoft Query

Query Viewer

Viewing an existing query

Query Viewer allows users to view existing queries, even if they do not have access to create
their own. Query results can be run to HTML, which displays them in the web browser, or they
can be exported to Microsoft Excel.

@ Employee-facing registry content - Microsoft Internet Explorer [L][i]ﬁ
Fle Edt Vien Favorites Tools Help I
Qo - O Iﬂ \ELI W O seach Gl Favoites ) = L 8 Links @ -

Address https: ffhemtrn.bgsu. edu/psp/hemB8trn fEMPLOYEEHRMS fhf?tab=DEFAULT V| ﬂ Go
i = SU Home | Performance Trace | Add te Faverites | _Sian out
Personalize Content | Layout Help
Search:
[+ My Favorites
[ BGSU Menu
> PeopleTools
> Employee Self Service
> Reporting Tools
— My Personalizations
powerga oy
PeopleSoft

&] Done S @ nternet
Step | Action
1. Click the Reporting Tools link.
2. Click the Query link.
3.

Click th
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@ Query Viewer - Microsoft Internet Explorer [L][i}l.ﬁ_-l
Fle Edt View Favorites Tools Help 3

Qo - O Iﬂ \ELI ” ) search ‘5‘3’Favuﬂt&s & - \_,' - s Links @'

Address | [ https: f/hamtr.basu.edu/psp ham8Btn/EMPLOYEEHRMS</QUERY_MANAGER QUERY_VIEWER GBL PFolderPath=PORTAL_ROOT_OBJECT.PT_REPORTING_TOOLS.PT_QUERY.FT_ov| [ 6o

'R SU Home | PerformanceTrace | AddtoFavories | Sign out

Search:

New Window | Help | Customize Page | o5,

[ My Favorites Query Viewer

[ BGSU Menu

> PeopleTools

> Employee Self Service
I~ Reporting Tools

Enter any information you have and click Search. Leave fields blank for a list of all values

*Search By: | Query Name ~| begins with

e Search | Advanced Search
— Query Manager —I LCvaNEed oedltl

— Report Manager
— My Personalizations

&] Done S @ nternet

Step | Action

4. You can search existing queries based on several different criteria, including who
owns it and what records it uses.

We are going to search by query name by searching for queries that begin with the
letter N.
Click in the parameter field.

Enter the desired information into the parameter field. Enter "BG_TRN".

Click the Perform Search button.

7. Decision: With Query, you can run to HTML (a web page) or Excel (a spreadsheet).
Please make a selection from the options listed below.

e Runto HTML

Go to step 8 on page 2
e Run to Excel

Go to step 10 on page 3

8. We are going to select the BG_TRN_CRITERIA query.
Click the Run to HTML link.

Fun to HTW

Page 2




BGSU Training Guide

Sowling Groen State Univarsity Query I: An Introduction to PeopleSoft Query

Step | Action

9. The results of your query will be displayed in a new browser window. Notice you can
still click on a link at the top to save as a spreadsheet or a text file.
End of Procedure. Remaining steps apply to other paths.

10. | We are going to select the BG_TRN_CRITERIA query.
Click the Run to Excel link.

Fun to Excel

| 3 Query Vil 2§ httpe/ erpwebtest. bysu.cduwB060/psc/hcmBtn_new IRT=1 | e =1 |
Fle Edt | Mo Edit View Favorites  Tooks  Help ‘ 0 | o
ek - ek - © - d @ -_}J | /:35eardw .7 Fevorites g} vedia €‘}| N b 3
Acdress IE Address |§] http:/ferpwebtest 1. bgsu.edu:8060/psc/hemastrn_6/EMPLOYEE/HRMS g P ICACtion=ICQryNameExcelURL =PUBLIC. NYQOO 1 j Gu |Links ﬂ G°
Peo | swos
Search: omize Page | i,
> Applicatio
[~ Reporting
— Quer
€y Somefiss an ham your computer. f the fils information below
S ethe "2/ locks suspicious. oryou do not flly tust the source. do not open ar
I PeopleTo save this file.

Fie name: g.xis
Fle type:  Microsoft Excel Warksheat
From:  erpwebtestibgsu.edu

-

Runto Excel  Schec
Runto Excel  Schec
Runto Excel — Schec
Cancel More info Runto Excel  Schec
Runto Excel — Schec
Runto Excel  Zchec

Would you like to open the file or save t to your computer?

Open

[¥ Always ask before opening this type of file

Runto Excel  Scheg

-]
Z

2, Downloacing from site: http: /ferpwebtest 1bgsu. edu:B050/pschemBBtrn_6/EMPLOYEEHRMS qfICACtion=ICQryName| | [ [Unknown Zone

Step Action

11. | Click the Open button.

Cpen

or
Press [Alt+O].

12. | A new window will open with the results in Excel. They can be edited and saved as a
spreadsheet document.
Select "Save As" from the file menu to save the results.

The Microsoft Excel document will not be updated as data in the tables change. The
guery will have to be rerun and re-saved any time you want to update it.
End of Procedure.
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Viewing queries with prompts

Some queries ask the user for input to determine which rows to display on the final report. This
module shows an example of a prompt.

€] Employee-facing registry content - Microsoft Internet Explorer g
Fle Edt View Favorites Tods Help T
A D) v B =
@aack - |ﬂ @ )| O search 7 Favorites ) N _J % 3 Links @
Address | [ https:/fhemtr.bgsu. edu/psp/hemB8trn/EMPLOYEE/HRMS /h 2 tab =DEFAULT "| ﬂ Go

Home | Performance Trace | Addto Favortes | Sionout
Help

Search:

[ My Favorites

[ BGSU Menu

- PeopleTools

- Employee Self Service
[ Reporting Tools

— My Personalizations

" BeopleSoft

&) Done 2 @ mtemet

Step | Action

1. Click the Reporting Tools link.

2. Click the Query link.

3. Click th
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7 Query Viewer - Microsoft Internet Explorer [;][i}él
>

File Edit View Favorites Tools Help

Qo - O |ﬂ @ t;‘J ) search \:}\(Fawmtes @ 2 :1 AL - Links @'

Address https:ffhu’nnr\.hgsu.Edufpspjhu’nﬂBImeMPLUYEE]}—(RMS[E[QLIERVﬁMANAGER‘QLIERVJ[EWER.GBL’FnldErPaﬂ‘\:PDRTALROU'LDBJECF.PTiREPORTINGiTDOLS‘PTiQLIERY‘P'KQM Go

Home | PerformanceTrace | _Addto Favorites | Sion out

Search: Mew Window | Help | Customize Page | o5,

[ My Favorites Query Viewer

[ BGSU Menu
> PeopleTools
> Employee Self Service
I~ Reporting Tools

= Query
— Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values

“Search By: [QueyName  [w] begins with
Search | Advanced Search

— Report Manager
— My Personalizations

&] Done S @ nternet

Step

Action

Enter the desired information into the parameter field. Enter "BG_HR".

Click the Perform Search button.
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7 Query Viewer - Microsoft Internet Explorer [;][i}él
o

File Edit View Favorites Tools Help

Qs - © (¥ B €0 O s pravies £ - & AL "} Links @'

Home | PerformanceTrace | _Addto Favorites | Sion out
. [E]]
Search: Mew Window | Help | Customize Page | &, [~

[ My Favorites Quew Viewer

[» BGSU Menu Enter any information you have and click Search. Leave fields blank for a list of all values.
> PeopleTools

I Employee Self Senice ~Search By: [QueyName  [v] beginswith  [BG_HR

I~ Reporting Tools

= Query Search | Advanced Search

— Query Manager

— Report Manager Search Results

— My Personalizations
*Folder View: | —All Folders —

Description Owner Folder
BG_HR_BASIC_JOB_BEN_PROG Job +ben_prog + primary jobs Public Runto HTML Runto Ex
BG_HR_BASIC_JOB_C09 Job +ben_prog + primary jobs Public Runto HTML Run to Ex
BG_HR_BASIC_JOB_COC Job +ben_prog + primary jobs Public Runto HTML Runto Ex
BG_HR_BASIC_JOB_DATA Core JOB data for PSLAW Public Runto HTML Runto Ex
BG_HR_BASIC_JOB_DATA_C08_PT Core JOB data for PSLAW Fublic RuntoHTML Runto Ex
BG_HR_BASIC_JOB_DATA_JOB_IR Core JOB data for PSLAW wi JR Fublic RuntoHTML Runto Ex
BG_HR_BASIC_JOB_DATA_TERM Core JOB data for term ret kc Public Runto HTML Runto Ex
BG_HR_BASIC_JOB_DATA_VISITING_ Core JOB data for PSLAW Fublic RuntoHTML Runto Ex
BG_HR_BASIC_JOB_INT Job +ben_prog + primary jobs Public Runto HTML Runto Ex
BG_HR_BASIC_JOB_REPORTS_TO Reports to for PSLAW Fublic RuntoHTML Runto Ex
BG_HR_BASIC_JOB__ CONTRACTPAY  Job +ben_prog + primary jobs Public Runto HTML Runto Ex
BG_HR_CHECK_EMPLID Checks emplid Public Runto HTML Runto Ex
BG_HR_CLINC CLINC people Public Runto HTML Runto Ex
BG_HR_CLINC_FUTURE CLINC people future rows Public Runto HTML Runto Ex
I ]ur: LR EMPI STATIIS NESC I ict nf Emnl Statis Nacr Buihlie FT——
&) S @ ntemet

Step | Action

6. We're going to run the BG_HR_LABEL_CLASSIFIED query. Note that you have the
option to run to an Excel Spreadsheet or to an HTML web page.
Click the Run to HTML link.

7. You are prompted to select from a list of choices. Click the list to display the options.

W
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€] https://hcmtrn.bgsu.edu/psc/hem88trn_11/EMPLOYEE/HRMS/q/?ICAction=1CQryNameURL=PUBLIC.BG_HR_LAB - Microsoft Internet Explorer E]@
Fle Edt View Favorites Tools Help e
Ad eaack - Q \ﬂ @ ;‘J /j“SEan:h ‘f’\:'Favnrmes ) - ; - % b Links é@'
| Address https://hcmtrn, bgsu. edu/psc/hemastrn_11/EMPLOYEE/HRMS/q/?IC Action=ICQryNamelRL =PUBLIC.BG_HR _LABEL_CLASSIFIED [V] Go
|| BG_HR_LABEL_CLASSIFIED - Label List for Classified Emps
Seal| FulllPart: [+
ViewRF“”'T'mE
[ Myf| —©On Demand
I B Part-Time
[ Pg
Sl | othame | mgde | last | locain |
=
-]
@ &] Done S @ Intermet
Step Action
8. Click an entry in the list.
Select Part-Time.
[Pari-Time |
9. Click the View Results button.
10. | Alist of results appears. Since you selected part-time, only part-time employees are
displayed. Notice you can also download the results to a spreadsheet or text file.
Press Enter to continue.
11. | Try running the report with a different response.
Click the Full/Part list.
| Part-Time _v_|
12. Click an entry in the list.
Select Full-time.
|Ful-Time |
13. Click the View Results button.
14. | Asyou can see, these kinds of queries are very useful when someone needs flexibility

in their reports but doesn't necessarily want to write their own queries.
End of Procedure.

Page 7




