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| - Introduction to Query:

PeopleSoft Query Overview:

PeopleSoft Query is an end user reporting tool that allows you to extract the precise information that
you are looking for by using visual representations of the SES/CAESAR database, without writing
Structured Query Language (SQL) statements. The queries that you write can be as simple or as
complex as necessary; they can be one-time queries or queries that you use repeatedly. The query tool
allows you to display query results on the page, run the results to excel, or schedule your query for a
future run time.

Query Terminology:

Relational Database: A database system in which the database is organized and accessed according to the relationships
between data items without the need for any consideration of physical orientation and relationship. Relationships between
data items are expressed by means of tables (records).

Record: (Also referred to as a “Table™) Records/Tables are the foundation of the Query tool. A record stores data that is
arranged by rows (entries) and columns (fields). For example, a record/table containing data about “people” would have a
row for each individual person and columns (fields) for each piece of data stored for that individual (ex: name, address,
phone). Records can be added to a query from the “Records” tab.

Field: In a database context, a field is the same as a column. For example, a record of people could contain separate fields
such as name, address, phone, etc.

Query: A query is a SQL SELECT statement that reads data from tables and views within the database, and returns the
result set to the requester. Queries cannot change data within the database.

SQL.: Structured Query Language (SQL) is a language that provides an interface to relational database systems. It was
developed by IBM in the 1970s for use in System R. SQL is a de facto standard, as well as an 1SO and ANSI standard.
Some people pronounce SQL "sequel”.

Criteria: Specifying criteria in your query allows you to set conditions which limit the results returned by the query to only
those data that you are interested in. Criteria are viewed and maintained on the “Criteria” tab. Example: You may want to
set criteria to limit your query to retrieve a relevant subset of data such as active undergraduate students as opposed to
returning results for all active students.

Join: The process of combining data from two or more tables using matching columns.

Public Query: Public queries are viewable and editable by any user with access to Query Manager and the proper table
access. Public queries are available for use by many different users, so please do not save any changes that you make to a
public query.

Private Query: Private queries are only viewable by the individual who created the query.

Primary Key: A column in a table whose values uniquely identify the rows in the table. A primary key value cannot be
NULL.

Foreign Key: A column in a table that does NOT uniquely identify rows in that table, but is used as a link to matching
columns in other tables to indicate a relationship.

Definitions courtesy of http://www.orafag.com/
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Navigation to Query Manager:
From the Menu, Navigate to Reporting Tools A Query A Query Manager
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Il — Using the Query Tool:

This section will cover:

e Searching for queries
e Running queries
0 Exporting results to Microsoft Excel or CSV
e Viewing/Editing Existing Queries
0 Using existing queries to create your own queries

Searching for an Existing Query:

1. To view/find an existing query, type your search criteria in the text box, as shown below. In this
example, we are trying to find queries in which the name begins with “SES”.

Query Manager

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

e See T g e me et e e mm e st o

O ’ B T e Y e e I B T T Sreirr AP

2. To change how you search for an existing query, you can change the “Search By” options by
selecting a different value in the dropdown list as show below.

Query Manager

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

Find an Existing -

. Find an Existinn Query.. | Create Mew Oniery fe e e peae —
—_—— FCammal Bl | Sesce: B lea na s hmeine et OB ————=e=======—————m
e i - o Lo . - - a S —
=l | Access Group Mame

Description

Falder Mame
T (RS
(2 Wi

L
roi [ssare: Ls

© 2007 Running & Editing Queries Page 5
Northwestern University SES/CAESAR Last Update 7/27/2009



3. For even more search options you may click on the blue Advanced Search link shown below.

Query Manager
Enter any information you have and click Search. Leave fields blank for a list of all values.
. Finﬁ_ﬂh_lzk'i_gfj_nn,f:\llﬂru' | Mroata Mawe Cane, e m L Lr i e S T 1 e s e < ten
SES *Search By: | Query Name v | begins with

Search | Advanced Search

U wed Ao e 0ElTl | e o Sl enill™

4. The search options shown below will allow you to specify more exact search parameters.

Query Manager
wEatngintermatianyen have and Sk Zaarch: Lasadelde Dl sl iuralr bl i e i ew = o v o s - ey waT e
R A | 111 - 1nm 1 I R T e R T T e etk 7
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4 IR | e W B ey o ST ss
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Running an Existing Query:

There are two ways to run a query:

e From the Query Search Results
e From Query Manager

Query Search Results

After you have successfully searched and found the query you are interested in, you can run the query
by clicking on the blue HTML link under the “Run to HTML” heading. (See below) This will open
up a new window and allow you view the query results in your web browser. Note: If there are run-
time prompts associated with the query, they will be shown in the top-left corner of the new window.
Prompts will be covered later on in this document.

Query Manager

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

Find an Existing Query | Create New Query

*Search By: |Quer].r Mame |  begins with SES

Search | Advanced Search

_ Search.Result= .

“View: |- All Folders —- A *Folder

ok All Uncheck All =Action: - Choose — v Go Che

| Addresses

a) To download the results to a Microsoft Excel spreadsheet, left-click on the Excel Spreadsheet
link shown below. You will be prompted to open or save the file. You can also create a
comma-separated file (or CSV) by clicking on the CSV Text File link.

Pheeemle = ..-..u-_:r‘n,.l.l-\,,___. .. e e e o LT . - -

= ‘I‘l.i:-n;.i JI . e o T ||IFt-' -”]1||\' 1 I.r._.“._ i o ﬁ‘r” T = I N TR
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Ham o SO Pt WAL R R et

[rinn

in i n S
Wilson,
Amand
\wilson,

Courtney
El

Daniel Alexander (2222 Purple Lane |Residence.Hall #2 ~ |Evanston I '602015093 '06P05-BSSP |

Residence Hal #2 ‘Emmn

2 ‘m‘mu ‘NWD ‘UGRD ‘uaspc ‘30

330000004200 INwD

lidcat Ave IL ‘602012980 ‘UBCM]-BSSP‘

luero losspc 20
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b) A query can also be run to Microsoft Excel spreadsheet directly from the search results screen
as shown below. Left-click on the blue Excel link under the “Run to Excel” heading. (See
below) You will be prompted to open or save the file.

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

Find an Existing Query | Create New Query

*Search By: |L‘Juer].r Mame | begins with SES

Search | Advanced Search

_ Search.Resplts

‘View: | - All Folders — L *Folder

sck Al Uncheck All *Action: |- Choose — w Go | Che

| Addresses Private Edit HTML Excel Schedule [[] SES\LOCAL_ADPRESSES Loca

Query Manager

The query can also be run from inside Query Manager. Select the blue Edit link as shown below

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

Find an Existing Query | Create New Query

*Search By: |L‘Juer].r Mame | begins with SES

Search | Advanced Search

_ Search.Resplts

‘View: | - All Folders — L *Folder

sck Al Uncheck All *Action: |- Choose — w Go Che

| Addresses
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Select the Run tab as shown below. If there are prompts, they will display on the top left-hand corner.
The results of the query will be displayed in the same window.

To Export the query results to Excel while in Query Manager, you will need to left-click on the blue
“Download to Excel” link below, while holding down the CTRL button on your keyboard.
Continue to hold the CTRL button as you choose to either open or save your file.

[

Term = 4290

| Rarin !"!!!P.r--'. e e
moadd e

S

AR _LARn
Aw ="

Note: To return to the Query Manager Search page, click on the ‘&Ffetunte Seaich] py 1161 or yse your left-
hand menu to navigate to Reporting Tools A Query A Query Manager.
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Viewing/Editing an Existing Query:

After you have successfully searched and found the query you are interested in viewing, you can see
the records, fields, and criteria used by selecting the blue Edit link as shown below. The query will
open up in Query Manager and you will be able to view all of the tabs that contain data relating to the
setup of the query.

L ommre | - “""“‘"-'*‘“—-.Hﬂﬂ%ﬁ"| M —
Query
@ Query Hame i Schedule
[ SES_LOCAL ADDRESSES Local Addresses Private Efit HTML Excel Schedule
Find an Existing Query | Create New Query \-/

If you would like to modify a public query, create a copy of the query by clicking on the Save As link
shown below. Reasons for editing a public query may include, but are not limited to, adding/removing
a field, changing criteria, etc.

Records Query Expressions Prompts Criteria Wiew SQL
Query Name: SES_LOCAL _ADDRESSES Description:
Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from gquery. Add it

additional records by clicking the records tab. When finished click the fields tab.

Alias Record
Sy o maememmee
e

:

DL MIAL DERONATA VAR DA Dernsonl
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Saving Queries

Queries can be saved from any Query Manager page (except for the Run page) by clicking either the
Save button or the Save As link.

You must enter some basic information about the query before the system allows you to save it. A
query can be saved at any time after you have selected one record and at least one field for it.

Query Properties

_ Ul O B T N 0 ol el s T T ol S SN .
Lo T Tie— il S [l

“Gancrw e | LSer b’

T T
JEREEL L amalidd dies s v TR,

S - — =
— l

Last Updated Date/Time: 0-1/21/2008 2:51:17FPM

Last Update User ID: SESJWD

I | Cancel |

Query: This field is for the query name. If public, please append your SES ID or your department

abbreviation as a prefix. No spaces or special characters are allowed except an underscore (30

Character Limit)

Description: Provide a short meaningful description (30 Character Limit)

Folder: N/A

Query Type: Please select “User” in this field

Owner: Choose Public or Private OwTdtr8hoose-8SB3aos -0.0whetheave waTJothsave acr ss depar27.19 Td5 Td(;
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Deleting Queries

To delete a query or queries, search for the appropriate query using the page shown below. (Please
only delete queries that you have created)

y Name +| begins with |SES *Search By: | Quer

arch Search | Advanced

Search Results

‘olders — v *Folder View: | -—-AllF
icheck All | =pction:  — Choose — v Go Check All Ur

<15 (sl lpwes

SES_CLASS_ROSTER
‘SES_ENRL_REQUESTS |
‘SES_LCL_&DDRESSES |Fcr Document;

|HTML
|HTML
|HTML

‘Private‘ |S|:heclule

|Schedu|e

|Schedu|e

ation Purposes ‘meate‘
‘SES_LOC&L_ADDRESSES |UGRD Local A

ddresses by Term ‘Public ‘

Find an Existing Query | Create New Query

Once you have found the query you wish to delete, place a check in the box to the left of the query
name and choose Delete Selected from the Action drop down list. (Shown below)

*Action: | — Choose — b4

Once you have done this, select the M button. The following page will appear.
Confirm the permanent deletion of all selected queries? (139,191)

Yes Mo

Select “Yes”
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Records Tab
t>
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Prompts Tab

From the Prompts Tab, you can create or edit prompts that are executed when the query is run. The
Prompt or Run-Time Prompt, as it is sometimes called, allows you to select a specific value each time you
run your query. For instance, in the following example, we can create a prompt that will allow us to change
the term we want to use each time the query is run.

e To create a new prompt, select the button below
e To edit a Prompt, select the _ Edit | button below
e To delete a prompt click on the =] symbol below, to the right of the Edit button

Add Pronont 1

After you have selected the B9 | button, the following page will open.

Edit Pramnt Properties.. .. .
*Heading Type: Field Name:

C e ATt vl QL gTom = -
el I o 8 ' T [¥h.E
R
b PR : | Rumbe-Sie—

[ 3 i} A
Brerma &
poe——— e L o a8 oan gt
o e D —
_ I . [ [ K
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You will need to click on the * magnifying glass under the Field Name heading to search for the
field you want to use in the prompt. Once you have found the field, select it by clicking on the field
name, which is shown as a blue hyperlink. (Below)

Select a Prompt Field

Fieldname begins with w  STRM

u Cancel I Mo Value Searc

h Results Searc!

STRM
STRM1
STRMZ2

nnnnnn

STREM 2
STEM 3

QTR AFC

Once you have selected the field you want to use, PS Query will look to the Record (table)
definition for information about this field and will automatically fill out the rest of the dialog box
based on its (the field) properties.

Type - Indicates the type of the field.

Format - Specifies the field format. Several formats are available, including Name, Phone, Social
Security Number, and Zip Code

Format -
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Edit Prompt Properties.. .. .

*Heading Type: Field Name:
- - - = -JTQ—’“. e Vl_-ﬁ----- —_— = - Q: SeTEeM o -
el T T o R

[ '

To make the Prompt usable in the query, you will need to link it to a criterion.

Click on the button on the Criteria Tab and the following page will open. In our
example we are prompting for the STRM (Term) value.

Edit Criteria Properties

& Field
(JExpression . B |

Record Alias.Field

name:

LY

~Condition Type: equalfo e
Choose Expression 2 Type
) Field Define Prompt
lEn pfompt: Q' NewPrompt EditPrompt
O Constant - A/
S ——
(® Prompt
O subquery
oK | Cancel

Choose the STRM (Term) field for Expression 1 by using the lookup. Next you will want to choose
the appropriate Condition Type. Finally, you will want to add the prompt that you created by using
the lookup shown above. (For more detail on Editing Criteria Properties, see the Criteria section of this
document)
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Once you have edited the Criteria to incorporate your prompt, it should look like the screenshot below.
The number displayed in the Expression 2 text box (below) is the unique number given to your prompt
in the case that your query utilizes multiple prompts.

Once satisfied, click OK to return to the Criteria page.

Edit Critaria Pranartiae

orn
S — | e s R
| o= P I
TR — - ”H"I |||”|| T T T
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Fields Tab

The Fields Tab allows the user to view, edit, and format the fields (columns) that are used in the query.

Records Expressions Prompts Fields Criteria View SQL

v 7 T A i~ — '
= — s == e T B - T ey .] PiEE AL T
4 AMIDDLE_MAME - Middle Name Char3ag Middle % Edit | =]
LAArESs 1 | e— = E£.ADDRTES1 +-Address ) ings 1 Sharss - ‘

ve As Mew Guery Preferences Properties MNew Union CLReturn to Search | & s=2ve) S

Col — The order in which the fields are displayed when the query is run. (left to right)

e Record.Fieldname — Record Alias (A, B, C, etc.) & Field Name separated by a period. The
Record Alias refers to the records as they appear on the Records tab.

e Format — Field type and length
Ord — Shows if the query results will be sorted and in what order (1, 2, etc.)

o XLAT - Specifies the translate value that you want to appear in the query results: N (none),
S (short), or L (long). The table you are querying may include fields that use the translate
table. If so, the field itself contains a short code of some kind, for which the Translate table
provides a set of corresponding values.

e Agg - Will display if field is an aggregate (Sum, Count, Min, Max, Avg)

e Heading Text - The column name displayed in the query output.

To remove a field from the output of the query, simply select the Minus button under the Delete
heading as shown below.

Query Name: FSM_DOWNLD_ENRL_ALL Description: Act & Mon-Act Prg Status

Reorder / Sort View field properties, or use field as criteria in query statement.
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Sorting & Reordering Columns

To Sort and/or Order
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Criteria Tab
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View SOL Tab

The View SQL tab displays the SQL statement created as you assemble your query. PS Query uses the
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111 — Exercise: Editing an Existing Query:

Editing an existing Query

Open the following Query:

TRAIN_YOUR_NAME (Where YOUR_NAME is actually your name)

Alias Record

Hierarchy Join (=] A STDNT_CAR_TERM - Student Career Term Table

Hierarchy Join = B NW_PERSDATA_VW - SA Personal data view

Hierarchy Join E| C ACAD_PLAN - Student Academic Plan Table

Hierarchy Join (=] D ACAD_PROG - Student Academic Program

Expand All Records Collapse All Records

arties New Union ) Return ta Search & save) Save As Mew Query Preferences Props
Remove the following fields from the Query:
°
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e Last Name, First Name

Edit/Remove the following Criterion:

e Last Name — Change to “Jones”

e Career — Change to “TGS”

e Academic Load — Remove this criteria

Edit/Save Query Properties
e Make sure your query is Private
e Be sure to provide meaningful text in the Description and Query Definition fields

Run Your Query and see if it works!

After you have finished, your Fields and Criteria tabs should match the screen shots below.

F]'n[r-_c_i:q_-i._r.-ﬂs__._..____F'r.rlr.gr}te_... e JEiRlds, W Critega, (L B e tiewr GOl N . B o

Alm Bl A _I:'|_ i—. 2 DMINNIC MAME Middls Rlames [l
l-i—”—-ll]'__ .l.ﬁll' — o 1 e, 11T HTHNNY L e — 1 i —
5 4 BLAST_MAME - Last Mame Char3d 1 Last Mame A | [
= £ A CTRM. Tomm -- ; Charde. Too o B L
= i Tomm = [riit )
£ . § AAGAD GAREER - i Chard Career e Fai
||||I|'|E“ : e T = lrrﬂreerm_,_l S Ak =l RTTTIT. 4
L1 ey A TRE e e '.t.-,a:-v-:. = o T T TR T i
— o | ] Lk —L‘j— (19, n =7 I~ ||.'=,=.: =
Char10 Acad Plan % it | = 8 C.ACAD_PLAN - Academic Plan
Stat Char3 Strt Level % | =] 9 AACAD_LEVEL BOT - Academic Level - Term
_I'Ii‘i i A AT LERO T IRy e e Aoninomin T il
i : FEEEs R ety - Il e -
eman LD L AR CAMPIS Copwnn - o ChArE ey, e TR b
- =7 - 1 L TR T T a1 -l'
| | | P | | | — amlm o ma. A
(=N SR .|'ﬁ*w§1’-;r; | I'rl ".d:.,-.-ﬁa tirrrn ? m i:'L c 1= .ﬂf}f“:o Tt imeaedin
j WDRESSE Address Line 2 = | . F ﬁﬁress 2 ﬁ Edit —
P welo o a _ oo - ] 11—
| . . I. 1 § = B E =3 '!!I ”[ {[ ";Z-I | || 1
te Charé State % | =] 15 B.STATE - Sta
s e . P— S = — =7 E .
Bl e e = a;-n-'hl . 'T | T ‘i J
. | |
WIT_TERM - Admit Term Char4 Admit Term T Edit = 17 DADN
Qoua Ao L Blonar Mwrnns Droforonenc.. .. Dranodine, .- Blodss ) lgion e T Bnbvien by Smcwek | (Bl gawal
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ik

Add Criteria | Group Criteria | Reaorder Criteria |

v| ASTRM-Term

s | crteria | Having T

=Cy =t |
i PRS-

AACADEMIC_LOAD - Academic

requal to M Load C noi
[ — _ 1 i i —hdrawal T
Eualto " = VD ] Edit . i AND w _'W
_.—--G"L'AU.“.]T- - B EME| |ﬂ.—._'.-=mn"r_>. . - T |“ SR L aha Ry =Tl :n.-_l_.:mn"r_y.
equal to C.EMPLID - EmpllD Edit [=] AND | AEMPLID - EmpliD
mic C.ACAD_CAREER - Academic R M AACAD_CAREER - Acade
equal to et Edit | [=] ~| career
Eff Date <= Current Date (EfSeq = Last) “Edit | [=] AND +| CEFFDT - Effective Date

S—

- _CSIONT. CAR NMAR - Spudant ..
E= 2 = ul & - = 2 =

E

".':.".qnl"r N I_Dl|'|| |I'}- Eral'fl - e

A ACARL MARIETD A caden . nACAn CANTT R Azadens
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IV — Helpful Hints & Best Practices:

e Build your queries piecemeal - If you are building a query with multiple criteria, pull them in one
at a time, and rerun the query after each criterion is added. Establish temporary criteria in order to
limit your result set (Ex: Set Criteria for Emplid Range or a single Last Name). This allows you to
control the output and identify whether the query is working correctly before you run it against
your entire target population.

e Don’t re-invent the wheel — Take advantage of what others have already done. There are several
experienced query writers who have written queries that can be used by simply performing a “Save
As” and renaming it for your own use.

e Columns/Fields - Only pull the columns into the query that you need. Having your query return
and display unnecessary columns is wasting system resources. Also, not all tables and fields are
populated.

e Sorting — If the query has a large result set, avoid sorts when running the query within the browser.
If possible, do your sorting in Microsoft Excel. Sorting at run-time in PS Query can have a
negative impact upon performance.

e Functions - Use functions in moderation, and try to only use the aggregate functions that are built
into PS Query.
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