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Procedure

In this topic, you will run a query to access data. Queries are most frequently run for
reconciliation purposes. A full list of queries along with the description and related
business processes is available at http://finance.fiu.edu/ofp .

FIU

Personalize Content | Layout Hel

Menu 2
Search:

[ My Favorites

[ Student Administration
- Employee Self-Service
- Manager Self-Service
1> Supplier Contracts

[- Custorners

- Products

[ Promotions

[- Customer Contracts

> Order Management

(- Customer Returns

[ ltems

> Cost Accounting

- Wendors

[ Purchasing

[- Inventory

[ eProcurement

I Services Procurement
- Sourcing

- Engineering

> Manufacturing Definitions
(- Production Control b
> Configuration Modeler
> Product Configurations
- Quality

[- Grants

[ Project Costing

- Proposal Management
- Maintenance Management
I- Resource Managemeit
[- Lease Administration

[+ Staffing

[ Travel and Expenses

> Billing

[ Accounts Receivable

- Accounts Payable

[- eSettlemnents

- Asset Management

> IT Asset Management

[ Banking

L Cach o

X Find: | projec & text # Previous & Highlight gl [ Match case

Step | Action

1. Click the Vertical scrollbar.

2. Click the Reporting Tools link.
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FIU

> Travel and Expenses

> Billing q

[- Accounts Receivable 'E Reporting Tools

(- Accounts Payable Run, create, and manage queries and n'ision reports
[ eSettlements i ‘Report Manager

[ Asset Management Review report list.

(- IT Asset Management pd

(- Banking

(- Cash Management

- Deal Management

(- Risk Management

[ Financial Gateway
[ WAT and Intrastat
- Commitrnent Control
(- General Ledger
(- Allocations
[ Statutory Reports
(- SCM Integrations
(- Set Up Financials/Supphy
IChain
- Enterprise Components
[- Government Resource
Directory
- Background Processes
(- Worklist
> Tree Manager
I Query
[» PSinVision
[+ XML Publisher
= Report Manager
= ADP Encumbrance Detail
Report
(- PeopleTools
- Packaging
|~ Tax Center
|~ Treasury Managerment
Center
|~ Treasury Processing Center
|~ Treasury Definilions Center
i~ Change My Password
|~ My Persanalizations
I~ My System Profile =
|~ My Dictionar -

XML Publisher

Register XML-based report templates and
translations. Run Query-based reports. Lise
enhanced search for XMLP report instances

Query

Extract information using visual reprasentations

of yaur PS detabase.
B Guery Manager
B Quiery Viswer

[ Schedule Guery

ADP Encumbrance Detail Report
Encumbrance Detail Report

Edit "Reporting Tools" Folder

PSinVision

Dessign and creats MS Excel spreadshest
reports on PeopleSoft data

Fefine Report Baok

= Resister Drildown Layout

[ Detine Renort Request

PBIDetine Scope

% Find: | projec & text # previous &7 Highlight &l [~ Match case

Step | Action

3. Click the Query link.
Query

4. Click the Query Viewer link.

5. If you know the query name, you may enter it here; otherwise, you may

perform an advanced search.

http://finance.fiu.edu/ofp

Note: the list of available queries is available in the following web site

6. Click the Advanced Search link.

Advanced Search
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(- Accounts Payable

[ eSettlements

- Asset Management

[+ IT Asset Management

(> Banking

(- Cash Management

- Deal Management

(- Risk Management

(> Financial Gateway

[ WAT and Intrastat

[- Commitment Control

(- General Ledger

(- Allocations

(- Statutory Reports

- SCM Integrations

(- Set Up Financials/Supphy
(Chain

- Enterprise Components
[ Government Resource
Directory

(- Background Processes
(- Worklist

(- Tree Manager

[~ Reporting Tools

= Query

chedule Query
[> PSinVfision
[> XML Publisher
= Beport anacer
~ ADP Encurnbrance Detail
Report
(- PeopleTools
- Packaging
|~ Tax Center
|~ Treasury Managerment
Center

|~ Treasury Definilions Center
i~ Change My Password

|~ My Persanalizations

|~ My System Profile

|~ My Dictionar

FIU

|~ Treasury Processing Center

Mew Window | Help | C:

Page | B

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

Query Name: begins with ¥
Description: lhegins with iv

Uses Field Name: =

Access Group Name: | ==
hegins with
hetween

I
I
Uses Record Name: :: |
I
I
I

Folder Name:

*Query Type: User hd
Owner: = B

hen using the (N or BETWEEN aperators, enter comma separated walues without guotes. i.e JOBEMPLOYEE JRML_LN.

Search Clear

Basic Search

=]

X Find: | projec

& text B previous &7 Highlight &l [~ Match case

Action

Select the Contains option in the Description drop down menu.
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FIU

(- Accounts Payable

[ eSettlements

- Asset Management

[+ IT Asset Management
(> Banking

(- Cash Management

- Deal Management

(- Risk Management

(> Financial Gateway

[ WAT and Intrastat

[- Commitment Control

(- General Ledger

(- Allocations

(- Statutory Reports

- SCM Integrations

(- Set Up Financials/Supphy
(Chain

- Enterprise Components
[ Government Resource
Directory

(- Background Processes
(- Worklist

(- Tree Manager

[~ Reporting Tools

= Query

~ Schedule Query
[> PSinVfision
[> XML Publisher
= Beport anacer
~ ADP Encurnbrance Detail
Report
(- PeopleTools
- Packaging
|~ Tax Center
|~ Treasury Managerment
Center

|~ Treasury Definilions Center
i~ Change My Password

|~ My Persanalizations

|~ My System Profile

|~ My Dictionar

|~ Treasury Processing Center

Page | B

=]

Mew Window | Help | C:

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

Query Name: begins with ¥
Description: lcnntains he

Uses Field Name:

Access Group Name: [pegins wih =]
“Query Type: - User i
Owner: - B

hen using the (N or BETWEEN aperators, enter comma separated walues without guotes. i.e JOBEMPLOYEE JRML_LN.

Search Clear

I
I
Uses Record Name: | peging with = |
[
[
I

Folder Name:

Basic Search

X Find: | projec

& text B previous &7 Highlight &l [~ Match case

Action

Enter the desired information into the Description: field. Enter "Lookup".

Click the Search button.

HTh

Click the HTML link.
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FIU_DEPT_PROJ_LOOKUP - Lockup ST for a proj or DeptiD
SpeedType: l‘—
Wiew Results

| specdlype | peser | pept | fua [ Progam | P Bus uni | proect |

% Find: | projec & text B previous &7 Highlight &l [~ Match case

Step | Action

11. Enter the desired information into the field. Enter "144000103".

Note: some queries do not prompt you for information.

12. Click the View Results button.

Wiew Results

13. | Click the Excel SpreadSheet link to download the query results to excel
(make sure your pop-up blocker is disabled).
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FIU_DEPT_PROJ_LOOKUP - Lockup ST for a proj or DeptiD

SpeedType: 144000103
Wiew Results

1-10f1

|1—144DDDTDS PANTHERSOFT ADMINISTRATIVE 144000103 210 61

]

ou have chosen ta open

which is a: Microsoft Office Excel 97-2003 wiorksheet
from: https:/fpststweb.Fiu.edu:8600

What should Firefox do with this file? ————————————

% [ Open withi | Microsoft Office Excel (default) =l

" Sawe File

I™ Do this automatically for files like this from naw on.

Cencel

% Find: | projec & text B previous &7 Highlight &l [~ Match case

Step

Action

14.

Click the Save File option.

" Save File

15.

Click the OK button.

16.

Click the Home link.

17.

Congratulations. You have successfully ran a Query.
End of Procedure.

Last changed on: 8/12/2009 8:03 AM

Page 7




	Department
	Responsibility/Role
	File Name
	Version
	Document Generation Date
	Date Modified
	Last Changed by
	Status
	Running Queries
	Required Field(s)
	Comments
	Output - Results
	Comments
	Additional Information
	 Procedure
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action
	Step
	Action




