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Procedure

You can run a Query to find the Chart Field string for any project.

[-]
Home | Workist | AddtoFavortes | Signout

Personalize Content | Lavout Help

Menu = B
search:

[~ My Favorites

[ Employee Self-Service

> Manager Self-Service

> Program Management

[ Travel and Expenses

[ Worklist
- Tree Manager

> Reporting Tools

> PeopleTools

— Chanage My Password
— Lly Svstem Profile

— Lly Dictionary

| Ervor on page. [ [ [ @ nternet HI00% -

Step | Action

1. Click the Reporting Tools link.
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Search:

FIU

- My Favorites

> Employee Self-Service
> Manager Self-Service
(- Program Management
(- Travel and Expenses
[ Worklist

- Tree Manager

I> Query
— Report hlanager
[+ PeopleTools
— Change Wy Password
— My System Profile
— My Dictionary

Main Menu >

) '] Reporting Tools
Run, create, and manage queries and nVision reporis

E Report Manager
Review report list

&

Home | Workist | _AddioFavortes | Signout

Query
Exiract information using visual representations of your PS database.

™ Query i ger
=0

Ba

uen

erv Viewer
= schedule Query

1 Done

[

| tnternet

5, 100%

T A

Action

Click the Query link.

Click th
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I Home | Workist | _AddtoFavories | Signout
Search: DNew Window | Heln | Customize Page | /&
> My Favorites Query Viewer

- Employee Self-Service Enter any information you have and click Search. Leave fields blank for a list of all values
> Manager Self-Service

- Program Management “Search By: |Query Name x| begins with

(- Travel and Expenses
[ Worklist Adv: g
& Tree Manager Search dvanced Search
- Reporting Tools
= Query

— Query Manager

— Query Viewer
— Schedule Query
— Report hlanager
(- PeopleTools
— Change Wy Password
— My System Profile
— My Dictionary

i Dene [T T[S e mternet i -

Step | Action

4. Enter the desired information into the begins with field. Enter
"FIU_GL_DEPT_PROJ_LOOKUP".

5. Click the Perform Search button.

6. Click an entry in the Run to Excel column.

Excel
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pststweb.fiu.edu:8600/ psc/Fstrn90_newwin/EMPLOYEE/ER! i =] ]
——
/e v [ heps: fpststweb fiu.edu8600]pscifstrra0_LIEMPLOYEEJERP/af7ICAction=ICryNameEscel RL=PLBLIC FIU_| B || 42| | [coode AR oot
| Fle Edt View Favorkes Tools  Help |Links & | PS Datahase Selection Fage L
Ty 4 O https:ﬁpststweb‘ﬁu‘edu:sﬁumtpscffstmgn,newwmtE."| | J o - - = - | Page - (5 Tools - @~ &
=
Da you want to open or save this file?
=] j Name: q.xs
ML Type: Microsoft Excel Workshest, 784KE
Fiom: pststweb.fiu.edu
sz Save | [ Cancal |
¥ Always ask before opening this type of file
s Whils files from the Intemet can be ussful, some files can potentially
@ (omm s @iz e o el vt (i 15, 6 af e
save this file. What's the risk?
| %, Start downloading from site: hitps:ffpststweb. fiu edu:8600/psc/Fstma0_L/EMPLOYEE(ERP/o/7ICAction=ICQryameE: | | [ [ [ [ |unknown zone [®w0w - 4 .
#start| (3 @& w0 » 0 snagtt | @ cuery viewer - Windows.... | (€ tvette Fernandez - Outin... || @ https://pststweb.fiu.... <« 5= gl 11:08 A

Step | Action

7. Click the Open button.

or
Press [Alt+O].
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ststweb.fiu.edu:8600,psc/fstrn90_1/EMPLOYEE/| =ICQryNameExcelURL=PUI =[Ol x| g
[l htpsifoststweb fiu.edui8e00/pscifstrn30_LIEMPLOYEEJERP/ai7ICAtin=ICOryHameExcel RL=PUBLICFIU_x| T |49 | % | [coode Pl
| Fle Edt WVew Insert Format Tools  * |Links | PSDatabase Selection Page L
U6 @ htpsiipststiebfiu,eduiB600]psc/fstrm30_L[EMPLO. . | | J i~ B - = - [hPage - (G Tooks - @ & 3
Al - # Dept or Proj Lookup by Fund
A E I 5 | D I E =

1 |Dept or Proj| 2100 —

2 |SpeedType |Descr \|Department 1D HPruiect ID ||5tatu5 {Active or Inactive) Hclass

3 (000000000 MOT ASSIGMED A
| 4 Montoooon TUmION "Bo0100000 A n
| 5 ooroooos Tumion ‘000100009 A f
| & Donfoontn Undrg Tuit Diffsrential In St "Bootooo10 A n
| 7 Mootooozn wners T Dimerential out St ‘o001 00020 A f
| & Dontinoon P aD FEE "Doo110000 A n
| o Doot10009  FIN AID FEE PRIOR T 7-1-04 "Don110009 A i
|10 Donri1o00 coM - Tuttion "Do0111000 A n
|11 [oo0120000  |A&S FEE SPR 2000 "Dop1 20000 A i
| 12 Donvznone &S FEE SPR 2000 PRIOR TO 7-1- ‘o001 20008 A f
|13 Dontsaoon ATHL FEE 00130000 A n
| 14 Doo1aoone ATHL FEE -FaLL 1o98 ‘000130009 A f
| 15 Dontatonn WiOMEN ATHL FEE "Doo1a1000 A n
| 16 Do0121009  WOMEN ATHL FEE PRIOR TO 7-1-04 ‘00131009 A f
| 17 Don1szoon ATHL FEE FOOTRALL "Doo132000 A n
| 18 Do0132009  Athletic Escrow 2000-2001 Foot "Dop132009 A i
| 18 fontanoon BLDG FEE ‘o001 40000 A f
| 20 [000140009 | BLDG FEE PRIOR TO 7-1-04 "Don1 40009 A i
| 21 foovsooon oPTL mMPR FEE ‘0001 50000 A f
| 22 ontsnong  GRTL IMPR FEE FRIGR TO 7-1-014 "o0160008 A i
| 22 Doovenoon oR BALANGES SPR 2000 ‘000160000 A f
| 24 Dontenong  OR BALANGES SPR 2000 PRIORTO "0t 60008 A i
| 26 Do0170000  STU PAYMENT SEWAIVERS "op1 70000 A i
| 28 Moot 7n001 REFUNDS "Do0170001 A n
| 27 Doo170002 AR BALANGE FORWARD "Dop1 70002 A i
oo . r
14 P sheett / nomHneenes : 141 - | : .|J—I
\ I T \ A
aﬂstart| [ & oo » osnaglt | (& Query Viewsr - Windows. ., | (& Ivetts Famandez-out\nml /@ https:/ /pststweb.fiu.... <« S 2 gl 1109 Am

Action

Once you find the project information, click the "X" close Excel.

Congratulations. You have successfully learn how to run a Query.
End of Procedure.
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