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CUBS 
 

Query for HR 8.8 
 
 
Get into PeopleSoft (CUBS): 
 1. Open Internet Explorer 
 2. Go to: https://psoftprodhr.clemson.edu/psp/ps/?cmd=login 
 3. Enter your Novell ID and Password 
 4. Click on Sign In 
 
 
 
Get into Query: 
 
1. Click on Reporting Tools 
2. Click on Query 
3. Click on Query Manager 
 
    a.  Query Viewer:     Used to view an 
                existing query. 
    b.  Query Manager:   Used to view, 
                             edit, or run an  
                                      existing query, or 
                to create a new   
                                      query. 
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Query Viewer: 
Query Viewer only allows a user to run an existing query. A user cannot edit or create  
 queries in this application. 
 
Query Manager: 
Query Manager allows a user to run an existing query, edit an existing query, or create a 
new query. 
 
 
Create a New Query in Query Manager: 
 1. Click on Reporting Tools – Query – Query Manager 
 2. Click on the “Create New Query” link 
 
 

 
 
 
 
  3. Enter a Record name or partial name 
 4. Click on the Search button 
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In this example, there are two records that begin with CU_EMPL.  Click on Show 
Fields to see a list of all fields in the record.  If the record contains the needed 
fields, click Add Record to select the record for your Query. 
 
 

 
 
When you click on Show Fields, a list of fields appears. Click on the Description column 
header to sort the list alphabetically. 
 

 
 
 
 
 
 
 

 
When you are finished viewing the list of 
fields, scroll to the bottom of the page and 
click Return. 
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When you add a record that has an effective Date field, this warning message will appear.  
Click OK. 
 
 
 
 

 
 
 
 
 
 
 
 
 

When a record is selected, the system automatically assigns a letter prior to the record name. 

Click this icon to sort the  
fields alphabetically. 

 
 
Click the checkbox beside each field name to select the field or click Check All 
Fields/Uncheck All Fields buttons above. 

Selecting the Fields  
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Adding Criteria  

Click on the Fields tab to view a list of the fields you have selected.  
To add criteria to a Field, click on the Add Criteria icon. 
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Criteria 

 

Expression 
1 
 Type 

Expression 
1 

 

Expression 
2 
 Type 

 

 Expression 1 Type: This is where you specify what you are comparing.  
Field – Compares to a field within the records in the query.  
Expression – Compares to an expression that you have created in the query.  
 

Expression 1: This is where you select the field or expression you want to compare. 
  
Condition Type: This is where you correlate between Expression 1 and  
                             Expression 2.  
 
Expression 2 Type: This is where you specify what Expression 1 is being  
                                  compared to.  
 
Expression 2: This is where you enter the field, expression, constant, or prompt.  
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When Applying Condition Types to Criteria, the following information should be helpful: 
 
 
 

Condition Type Expression 2 Description of Condition Type 

Equal to Constant Finds rows of data with a value that matches the constant in 
Expression 2 

Not equal to Constant Finds rows of data without the value that matches the 
constant in Expression 2 

Greater than Constant Finds rows of data with a value greater than the constant in 
Expression 2 

Not greater than Constant Finds rows of data not greater than the constant  in 
Expression 2 

Less than Constant Finds rows of data less than the constant  in Expression 2 

Not less than Constant Finds rows of data not less than the constant  in Expression 2 

Like  (% and _ 
wildcards) 

Constant Finds rows of data that match specific specified data 

Not like  (% and _ 
wildcards) 

Constant Finds rows of data that does not match specific specified data 

In list In List Finds rows of data in a specified list of data 

Not in list In List Finds rows of data in a specified list of data 

Between Constant – 
Constant  

Finds rows of data between 2 specified constants 

Not between Constant – 
Constant  

Finds rows of data not found between 2 specified constants 
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Save the Query 

Enter a name for the query. 
 
Enter a description, if needed. 
 
Query Type should be User. 
 
Owner can be Private or Public. 
     Private :  Only you as the creator can  
                    see the query. 
     Public :  Anyone can see, edit, or run  
                  the query. 
 
Click OK. 
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Run the Query  Click on Run in the upper right corner to run the query. 

The results are displayed. 
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Run to Excel  

Click on Query Manager from the main menu on the left side of the screen. 

Search for the Query. 

Click Excel under “Run to Excel”. 
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Once you click Excel, this warning may appear if you have pop-up blocker.  
Click in the yellow bar and choose Download File. 

The File Download box shown below will appear.  Click Open or Save. 
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Editing Field Properties  To change the column order, (order in which the results are displayed)  
click on Column Order or Sort Order. 

Click on Edit, to change the way a field 
name is displayed.  For example, if 
you want Employee ID to be displayed 
as the column header instead of ID, 
type Employee ID in the Heading  
Text box. 
 
Click OK if you make any changes. 


