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 qyieor
to create a ne

query.

= hiy Dictionary
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Query Viewer:
Query Viewer only allows a user to run an existjgry. A user cannot edit or create
queries in this application.

Query Manager:

Query Manager allows a user to run an existingyjuetit 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

Query Manager

Find an Existing Query

Searchby:  [Mame v || beginswith v ||

Search I

Create Mew QUery

3. Enter a Record name or partial name
4. Click on the Search button

Records GIlerny Expressions Frompts

Query Name: mew Unsaved Query Description:

Find an Existing Record

1
Marme v | beginswith s [cu_empl
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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.

” N
Query Y Expressions Y Prompts ) Fields ) Criteria | Having

Ouery Name: Rew Unsaved Query Description:

Find an Existing Record

‘Search By:  |Record Name x| beginswith  [cu_EmMPL

Search | Advanced Search

Search Results

Customize | Fi /
Rechame Add Record Show Fields
CLU_EMPLOYEES - Personnel Data-Current Date I Add Record I I Show Fields I
CU_EMPLOYEES_WWY - Yiew of CLU_EMPLOYEES Add Record Show Fields
B szve) Save AS Mew Query Preferences Propetties Meww Linion

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

Fields for record CU_EMPLOYEES - Personnel Data-Current Date:

First [ 1-127 of 127 [ Last

EMPL_RCD - Empl Red Mbr

EFFOT - Effective Date

EFFSE®R - Effective Sequence
MID_COUNTRY - Mational ID Country
NATIONAL_ID_TYPE - Mational ID Type
NATICNAL_ID - National ID

MAME - Mame

MAME_FREFI - Mame Prefix
COUNTRY - Country

ADDRESST - Address Line 1
ADDRESS2 - Address Line 2
ADDRESSSE - Address Line 3
ADDRESSY - Address Line 4

CITY - City

COUNTY_WORK_CU - County \Wark

EMAIL_ADDR - Email Address When you are finished viewing the list of
o BT FIT = Ellisn S fields, scroll to the bottom of the page and
click Return.
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Microsoft Internet Explorer x|

!'f an effective date criceria has been automatically added For this effective dated record. (139,600
L

=

When you add a record that has an effective Datd, fihis warning message will appear.
Click OK.

SeleCting the Fields Click this icon to sort the

fields alphabetically.

[ Records ‘ Query )Expressions)" Frompts |} Fields ) Criteria " Having ) ViewSaL Y/ Run

Query Name: plew Unsaved Query Description:
Click folder next to recard to show fields. Check fields to add to query. Uncheck fields to remove from gquery. Add e
additional records by clicking the recards tab. When finished click the fields tab.

Chosen Records

Alias Record
[= A cU EMPLOYEES - Personnel Data-Current Date Hierarchy Join  [=]

Check All Fields | Uncheck All Fields |

¥  B= EMPLID-EmpliD A
[T B EMPL_RCD- Empl Red Nbr %
¥ = EFFDT- Effective Date ?
[T EB= EFFSEQ- Effective Sequence 2
O B MID_COUNTRY - National ID Country A
[ B MNATIONAL_ID_TYFPE - National ID Type %
O MATIONAL_ID - Mational ID T
¥ MAME - Mamme 2
O MAME_PREFIX - Marne Prafix T

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

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

[ Records ¥ Quen | Expressions | Prompts C Felds Y Criteria Having Y MiewSQL Y Run
Query Name: rew Unsaved Query Description:
view field properties, or use field as criteria in guery statement. Caolumn Orderl Sort Orderl
Custarnize | Find | Y , 7 [ La
Col Record.Fieldname Format Ord XLAT Agg Heading Text Add Criteria JEdit Delete
1 AEMPLID - EmpliD Chart1 D L Edit | =l
2 A EFFDT - Effective Date Date Eff Date ?. Edit | El
3 A MNAME - Mame Chars0 Mame Cn‘i Edit | El
4 A DEPTID - Department Charli DeptlD Cﬁ Edit | E|
a8 AFULL_PART_TIME - Full’Part Time Charl M FulliPart ?- Edit | El
6 AJOBTITLE - Job Title Char30 Jab Title c'i Edit | El
7 & DEPTHAME - Depattrent Char3o Dept b4 Edit | [=]
B save) Save As Mew Gluery FPreferences Fropetties Mews Union L Return to Search |

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.

1/12/2007 5



Criteria

5 AFULL_PART_TIME - Full/Patt Time Chart M FulliFart Edit I =

4 ADEPTID - Department Char10 DeptlD Edit | E|
/

Edit Criteria Properties

Expression

Expression ¥ Field
1 . Record Alias.Fieldname:
" Expression

Q, A DEPTID - Department

‘Condition Type: | equal to =

i Field

Expression —
2 © Expression Constant: [5337]

& Constant
" Prompt
i Subquery

Cancel

Expression 1 Type¢ This is where you specify what you are comparing.

Field — Compares to a field within the recordshe guery.

Expression — Compares to an expression that yoe ¢tr@ated in the query.
Expression 1 This is where you select the field or expression want to compare.

Condition Type: This is where you correlate between Expressiand
Expression 2.

Expression 2 Type This is where you specify what Expression 1 isfpe
compared to.

Expression 2 This is where you enter the field, expressiomstant, or prompt.
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When Applying Condition Types to Criteria, the tlling information should be helpful:

Condition Type

|Expression 2 |Description of Condition Type

a

Equal to Constant Finds rows of data with a vaha¢ matches the constant
|[Expression 2

Not equal to Constant Finds rows of data withoetualue that matches the
constant in Expression 2

Greater than Constant Finds rows of data with aevgleater than the constant in
|[Expression 2

Not greater than Constant Finds rows of data rexdtgr than the constant in
|[Expression 2

Less than Constant Finds rows of data less thaodahstant in Expression 2

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

Like (% and _ Constant Finds rows of data that match specificifipd data

wildcards)

Not like (% and _ |Constant Finds rows of data that does not matctifepspecified dat

wildcards)

In list In List Finds rows of data in a specifiest lof data

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

Between Constant — |Finds rows of data between 2 specified constants

Constant
Not between Constant — |Finds rows of data not found between 2 specifiatstants
Constant
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Save the Query

5 AFULL_PART_TIME - FulliPart Time Charl
B A JOBTITLE - Jab Title Char3o
T ADEPTHAME - Department Char3n
& szve Save As MNew Query Freferences Prop

Enter a name to save this query as:

‘Query: |HR_TRAINING

Description: |Training List

Folder: |

‘Query Type: I User 'I
“OhWner: I Private vI

Cuery Definttion:

Cancel |

i

F

Kl

>

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.

| Berun Query | Download to Excel E 1-46 of 46 E
Lo Lewe | e Jown et [ e e
1 0673072006 5337 F Hurman Resources
2 063072006 5337 F Human Resources
3 Q63072006 5337 F Human Resources
4 082972006 5337 F Human Resources
5 11/0472006 5337 F Human Resources
B 0673072006 5337 F AcchtFisc Human Resources
7 063072006 5337 F AccntFisc Human Resources
g 0872972006 5337 F Human Resources
] 06/1 672006 5337 F Human Resources
10 0673072006 5337 F Human Resources
11 an E“ﬁ“ E LNl = Hurman Dﬁnllrr‘n
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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.

1/12/2007

11



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.

O Click OK if you make any changes.
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