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Query Viewer allows users to view the data entered into SWIFT tables

You can use the PeopleSoft Query Viewer tool in the following ways:

Run queries and have results sent to a separate browser window

Download and format data as a Microsoft Excel spreadsheet and/or in an XML format. These options are
available in your query search results after you run or schedule a query

Schedule queries to run at predefined times or on recurring schedules. The results of scheduled queries

are routed to your Report Manager

Searching for Queries

Query Viewer provides several fields that can be used to locate queries. You can search for a query using the
basic or advanced search functions. The basic search enables you to search using only the “begins with”
condition. See Query Basics: Getting Information from SWIFT. The advanced search enables you to search
using one or more search by criteria and selecting from a choice of conditions for each search by criterion. The
search criteria include:

Access Group Name — PeopleSoft Query uses query access group trees to control security of the tables
in your PeopleSoft database. Users can use access groups to retrieve queries that have records in
specific access groups.

Description — Description of Query

Folder name — Folders are used to group queries, e.g., Dispatch, SS Awards and Vendors

Owner — Public Queries or Private Queries

Query Name — Name of Query

Query Type — 99% of all queries are considered “User Queries.” Other types include queries associated
with Archiving, Process and Roles

Uses Field Name — Query contains a specific field such as PO_ID or AUC_ID

Uses Record Name — Query uses a specific record such as PO_HDR or AUC_HDR

To search for a query perform the following steps:

1.

2.

Navigate to Reporting Tools, Query, Query Viewer.

The Query Viewer page is displayed.

Click the Advanced Search Criteria hyperlink.

The search criteria fields appear. Wildcards (%) can be used in any of the fields to further refine or
broaden the search.

For this example, enter PURCHASE ORDER into the Folder name field.

Click the search button.

Queries that are stored in the PURCHASE ORDER folder are returned in the Search Results.
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Financial Management Systeim

Favorites  Main Menu > Reporting Tools > Query > Query Viewer

Query Viewer

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

Query Name: begins with v |

Description: begins with v |

Uses Record Name: | begins with » |

UsesFieldName:  [beginswith | |

Access Group Name: W | @,
Folder Name: beginswith %] IPURCHASE ORDER

*Query Type: - User w

Owner: - \:’

When using the IN or BETWEEMN operatars, enter comma separated values without quotes. i e. JOB EMPLOYEE JRMNL_LM.

Search Clear Basic Search

Query Viewer

Entar any information you have and cick Search. Leawe fields blank for a list of all values

CQuery Nama: . beging with |
Description: begins with v
Uses Record Mame: :- l-:e.gms;ms_n v

Uses Field Name: begins with v

a
[PURCHASE ORDER

[user ]

—

When using thi IN or BETWEEN operators, enter comma separaled values without quotes. Le. JOB EMPLOYEE JRHL_LN

Search Clear Basic Search

Search Results |

*Folder View: |- AllFolders—  [w|

Bunto Runto

Query Name Rescriotion Quner Eoiger HIML Excel

PURCHASE
M_FO_B2201_INTERFACE_POS DEED Interface POs by PO Date | Public ORDER HTML [Excel XML |Schedule Faworile

. PURCHASE "

W_PO_GBL_BUYERS_BY_AGENCY Actrve Buyers By Agancy PuBlic | orrn HTML Excel XML  Schedule Favorite
M_PO_GBL_BUYER_WORKLOAD Buyer Workoad Public Eg';‘é:‘sE HTML Excel ML  Schedule |Faworite

PURCHASE !
M_FO_GBL_CAMCELLED_FOS_W_ENCUM Cancelled POs with Open Encum  Fublic ORDER HTML Excel XML  Schedule |Favorile

. PURCHASE - =

M_PO_GBL_CATEGORY_DEFAULTS UNSPSC Categery Defaus Public |oonFn HTML Excel XML  Schedule Favorite
M_PO_GBL_CONVERTED_POS Converted Purchase Orders Pubhc FURCHASE ML Excel XML  |Schedule |Favorite
M PO GBL DBA NAME Search for Vendor by DBA Name  Public PH'??EASE HTML Excel XML Schedule |Favonte
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5. Click the Clear button to remove the search criteria.
6. Click the Search button to retrieve all queries stored in SWIFT. Queries that you have identified as a
“Favorite” will appear at the bottom of the page in a section labeled “My Favorite Queries.”

By default, only the first 30 queries appear on the page. To see more of the list, click the navigation buttons and
links located on the header bar.

To display 100 of the queries, select View 100 and use the scroll-bar to view the remainder of the list.

W Favorites |53 |« [@] peopheTools 8.51 PeopleBiook... | S Query Viewer » - B 1 g v P
X Find: | Query Manager Previous Mext r-f Qpbons =

Financial Management Systen

th[nes H!l‘l‘_Htl"au » REBI:II't;IJIJ Took > Qﬂ.r‘g‘l'!' »  Queny Viewer

Home | Prnt | Woukks: |  MuBChannel Conscle |

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

Query hame: bagins wilh  |» [
Description: begins with

Uses Record Hame: | begins with

Uses Fisld Nami: begins with w4

Access Group Name: | begins with v -,
Falder Name: begins with W .

*Query Type: . Usaf w~

Cremer: & x

When using the BN of BETWEEN operalors, enter comma separalad values without quates. e JOB EMPLOYEE JENL_LN

Seadch Clear g#glg Search

Search Results  Too many items met your search criteria, Onty the first 300 itemns displayed.

“Folder View. | - All Folders - e

Gy Nama Degcription Ownor Eolder HIML Excel Xy Scheshde oo

1099C_CUST_DATA Inpat be 1099C Crystal Public HTML - Excp XML
<

¥y

e Start an-s B 2 Windows Explorer = 8 Inbax - Microsoft Out..

7. Inthe Query Name Field enter M_PO_GBL%EXC to narrow the search even further.
8. Click the Search button to search only for those queries that begin with M_PO_GBL and contain EXC in

the remainder of the name.
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Favq;ltes. Han'Henu ¥ Remn'g Took > QLIEH » Quiery Viawer

Enter any information you have and click Search. Leave lelds blank for 2 kst of all walues

Home | Prnt | ‘Workisi |  MuSChannel Conscle

Query Harmis

beging wilh | (M_PO_GBL%EXC

Dascriplion:

Fobder Name:
“Queary Type:

Onamer:

Uses Record Name; begins wilh =
Usies Fiedd Hami: Binging with |

Acciess Group Name: beging wilh  |(»

Wheq using e il or BETWEEMN operators, enter comma separated values without quotes. e 108 EMPLOYEE JRNL_LN

COM3ins b

begins with |

_ User W

-

Search

Clear Basic Sgarch

*Folcher Viesr

Search Results

- Al Fald@is - L

3 Bunfe Bunte Bunto A to
pary lgm e gcription Creniyr Folder ML Expel pmy,  Shedule oo s
M_PO_GBL_PO_BUD_EXCEPTION PO PO Budgel Exceplions Public HTML, Exgel XML  Scheduls |Fawdrile
M_PO_GBL_REQ_BUD_EXCEPTION PO Req Budgel Exceplions Public HTML Exgel XML Schedula |Faworile
Done 7 J Tstedstes

/2 CQuery View.. Wiew.. ol C 4 Unbtied - 3.,

Running Queries

You can run a predefined query from your browser and view it online. When you run a query, PeopleSoft Query
displays the results in a new browser window. This run option is useful if you want to run multiple queries or run
the same query multiple times with different runtime prompt values and compare the results of the queries.

PeopleSoft provides three (3) methods for running queries:

e HTML — Preview queries by displaying the result set in a grid for review. Once you have captured the

results you have the opportunity to download to Excel, CSV or XML.

o Excel — Download and format data as a Microsoft Excel spreadsheet.
e XML — Download and format data to XML

A. Running Query to HTML

1.

Navigate to Reporting Tools, Query, Query Viewer

The Query Viewer page is displayed.

2. Enter "M_PO_GBL" into the “begins with” field to search only for queries beginning with “M_PO_GBL"

3. Click the Search button. The search results will display the queries that match your criteria.

4. Click the HTML link for the query you want to run. For the example below we are using
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Query Viewer

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

“Search By: | Query Mame | begins with II.'I_P':J_GBI_

Search | alvance rch

Search Results

*Folder View: |~ All Folders - |
moa e ay | B A e B 30 o an

o | Fa T Add to

o , PURCHASE )
M_PO_GBL_BUYERS_BY_AGEMCY Active Buyers By Agency Public | OSCH HIML Excel XML | Schedule |Favorite
M_PO_GEL_BUYER_WORKLOAD Buyer Workload Public EEEEE*SE HTML |Excel XML  Schedule |Favorite

PURCHASE )
M_PO_GBL_CANCELLED_POS_W_ENCUM Cancelled POs with Open Encum  Public £ onEH HTML Excel XML | Schedule |Favorite
M_PO_GBL_CATEGORY_DEFAULTS UNSPSC Category Defaults Public Eggg;asE HIML |Excel XML  Schedule |Favorite
M_PO_GBL_CONVERTED_FOS Converted Purchase Orders Puplic FURCHASE  lhiL Excel XML Schedule |Favorite

PeopleSoft will open a new window with the results of the query. If the query contains prompts then you will need
to enter criteria.

|28] - Eouery viewer | @nttps:fims.owttstetem. . x| | & - o & - Pe- |
M_PO_GBL_DBA_NAME - Search for Vender by DBA Name

DBA Name (Use % as wild card): |

View Resulls

| | DpBAName | vVendor |  AddrseqNum | EffDate | EmaillD | Address1 | Address2 | City | State | PostalCode | VendorNamei |

5. Inthe example, enter % MANUFACTURING% in the DBA Name field. Adding “%” on both ends of the
word will tell the system to find MANUFACTURING anywhere in the name.
6. Click the View Results button to initiate the search.

M_PO_GBL_DBA_MNAME - Search for Vendor by DBA Name
maurct: SMANUFACTURINGS |
view Reosulls
SN EmelSpreadShes! CSVTedFie MMLENs (104 kb)
W A Pt [ 1100 o8 152 [] Lasd
ik Postal
DA Hame Vender | Seq | EffDaie Emanil ) Address 1 | Address 2 ity State| o | Mendor Name §
Ky
GLOBE TRALER X 3101 85TH ” GLOBE TRAILER
1 ARUFACTURR(G |T000347045 | 1/0101HO0T | SALES@GLOBETRALERS.COM WEDRE BRADENTON [FL  [3a203 500 o) boe
L (HURT 5 520 WAIN BT = HURT
2 MANUFACTURING Q00E221TY | O RO i S0 foe MPLS MR (554 MAHUFACTURING
WEW 005 waw
3 (MANUFACTURSNG 0000293754 1/ 9U01HS0 | SBARONETSGUAL SOl . HICKSVILLE  |NY | 19807 [MANUFACTURING
(5] il el co
REEVES 1704 W TTH REEVES
4 [MANUFACTURING | 0000248555 1 [0L0AMG0 | MEWSREEVESDECON.OON &7 FREDERICK (WD [29702 | MANUFACTURING
GROLUP THE = GROUP THE
c4B cas
5 |MANUFACTURING (0000338813)  1/010116801 Jo LT JACKSON WM {55143 |MANUFACTURING
NG D34 & NG
WALDALE H AUHERST NS WALDALE
& MANUFACTURING 0000242423  2|06002011 TANTRAMAR 1o, = ™ (CAMADA WEHUFACTURING
LTD CRESCENT LTD
WALDALE 7 gay  |WALDALE
T MANUFACTURING (0000242429 1 |0UORHD0T NBIGWALDALE COM TAHTRAULAR SUHERST g |MAHUFACTURING
LTD CRESCENT LTD
bk 2300 saqmr. ABA
8 |MANUFACTURING O00024TE2T 1|00 erisd GﬁLEGgG{Jﬂ!l!‘E SO Ci\LH'-:II.II"REI MNEWBERLIN (W DE-;-T MANUFACTURING
COING ™ (] Nl
GHENT 200 HENKLE i
9 |MANUFACTURING (0000329186,  1|0101HB0T JANEGCARTWRITE COM bR LEBANON OH 45035 |MANUFACTURING
INC NG
Z i ROTONICS
ROTOMICS - N . S3T0wW - " N - e s T -
10 aHURAeTURING (0000301732]  2/0101M501 DEBGIE HARPERGROTONICS. COM FIGHWAT 12 MAPLE FLAN (UM (55365 ::-EM ACTURING
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You can refine your search by altering the criteria and then clicking the View Results button again.

7. Enter % MANUFACTURING into the DBA Name field.
8. Click the View Results button. The returned records will now contain only those vendors where their
name ends with MANUFACTURING.

M_PO_GBL_DBA_MAME - Search for Vender by DBA Mame

DBA Hamwe (Use % as wild card): [%MANUFACTURING
Wiew Resulls
Download resulls in @ Excel SpreadShest C5vTedFile XL File (28 kb)
Vi A First [if] 1-42 of 43 [ Last
P Postal
DBA Name Viendor Soq  EMf Dote Email ID Address 1 Auddrass 2 City Starte Code | Yendor Hame 1
L]
3LOBE TRAILER ™ - 3101 55TH AVE - GLOBE TRAILER
000347045 1 ik Al ESEGLOBETRA S.COM ADENTON |F 34203 5
SNUFACTURING COO034 7045 01801 | SALES@GLOBETRAILERS. C DRE BR N L 200 WANUFACTURING
KURT ADAAAS 158 a4 s bio g yae |KURT
2 | MAMUF CTURING L T S il A AiE |t MAMNUFACTURING
ROTOM 370 W ROTOMICS
3 b 0000301732 2| 0110111901 | DEBBIE HARPERG@ROTONICS COM l'_"r'.;:.,',r WY 143 WAFLE PLAIN (MM | 55353 |MAMNUFACTURING
eH AT ¥ g A
4 000030EIRE) 1 0101MI01 | HEATHERGBOWMANLIF G.COM :‘.T:Erl it ARLINGTON
5 |POLLUK BOO0I94273 0118 REQ TA 1 P KR4 FPOLLLIX
5 | MANUEACTURING DOD0294272 11010111901 BE50 TAFT ST ME MPLS MM | 55413 WENUFACTURING
g [JOHD OO003SITTE 1 014D GA9IE WY 2 CHOKIO O
b MANUFACTURING 0D003S3TTE 1010411801 B1938 HWY 28 CHOKIO MK AR ACTURING
BAH . ; 141 COUNTRY wp——
7 0 % Q1A o
7 | MANUFACTURING O0O0ZATELE 1010111801 RD22E JACKSON MK
METAL MARKER Sk NORTH
8 3 000324742 0w COUG CARSONEMETALMAR KERLIF O [
MAMUEACTURING 0000324 1701 1801 REONEMETALMARKE G.COM RIDGEVILL OH
CERIEN Ay m ~ - - DBRIEN
00024 Z8TT 15] AL ES0 ! '] T345 W 400TH M [FO B LEIT FOF 46945
] MAHUFACTURING 00002428 101011801 | SALESROBRIENMF G.CON T346 W 400TH N (FOBOXT (LEITERS FORD [IN 6245 MAMUFACTURING
g | CENTRAL CANVAS | oo sy n L . g . G35 19THAVE PO BOX 1 o |F83T4- |CENTRAL CAMNVAS
i} A CTURING CO00347E5 101011801 | TICCMIGICLEARWIRE NET NE 537 ST JOSEPH MK 1690 |RAMUFACTURING
44 |LAKEWDOD 1241 NEW LAKEWOOD

0000310596

Q10901 | TORKGLAREWOOD-MANUFACTURING. COM WESTMINSTER MD | 21158

| MANUFACTURING WINDSOR ROAD HAMNUFACTURING

14238

, |0000255781|  1/08/012011 |SALESEKRMFG.COM PO BOK 3670 E;__:.!.sts- CAMDENTOM MO |B5020 ()0 iesen imiNG

| ARESCO e BT | CONTACTEBARESCOMMLINE 56 S HALLANDALE an:
13 MANUFACTURING D00023B0EE 1010111901 | CONTACT@EARESCOOMLINE COM 27 NW 3RD AVE BEH FL 3009

BECCRNELE 515 WESTERN
14| GLOVE 00¢ 1/010111901  TWELSHESROOKVILLEGLOVE COM e BROCKVILLE [PA  |1528

AHUFACTURING g
- PRO 00033597 1 0101801 T7917 209TH 8T ALBERTLEA MM | 55007
*  MAMUFACTURING i y = ik MANUFACTURING

If there are more results than what appears you can utilize the First, Last and the arrow buttons to review the
other results. The Last link will retrieve the last set of results. The arrows can be used to cycle to the next set of
results.

B. Running Query Results to Excel
Two methods can be used to download the result to Excel:
e You can send HTML results to Excel by selecting the Excel Spreadsheet link located on the HTML
page. See (Running Queries to HTML).
e You can run the query from the search results page by selecting the Excel link.

Running query results to Excel from the HTML results page:

1. Click the Excel Spreadsheet link located on the HTML results page.

The file Download window should appear.
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M_PO_GBL_DBA_MAME - Search for Vendor by DBA Name
DBA Hame [Use % a5 wikd cardg SMANUFACTURING
Wik Resuils:
Download results in©  Exel SoreadSheat S5V TedtFile XMLFile (28 Kb)
View A ":!_(: {43 pf &3 _-J' Last
Pastal
DA Hame Vendor Seq | ENDate City State Codg | Vender Name 1
Houm
GLOBE TRAILER L GLOBE TRAILER
1 | MANUFACTURNG 0000347045 101011801 | SALES@GLOBETH oy - o e ENTON  FL (34203 | i crURmG
KURT i o ceanqy |KURT
2 anuFACTURING [PPO0FZ2TT3) 1{01INE = Mome: g5 MN. 155421 | o paUF ACTURING
ROTONICS —] Type: Microsoft Excel 97-2003 Worksheet, 15,58 ROTONICS
3 00301722 2| 0111501 DEBBIE HARPER Fom  fms.swiftstatemnus PLAN (MW |552359 | MANUFACTURING
MANUFACTURING e
BOWMAN e - = = o [ BOWMAN
4 ey 0000309992) 101011901 HEATHER@BOW [ oo J[ swe J[ cumcel ] Joron |wa |oszza BN
POLLUK | [] Aways nsk badone i 1 |POLLUK
5 0000204272 101011901 cptring this type MN 55418
MANUFACTURING MAHUFACTURING
x| JOKD BO03EATT 01 | 56221- | JOKO
O ANUFACTURBIG DOD0353TTE 1| 010111901 Wiirade filas from the Intemet can ba usehul some fiss can potentisly 10 MM ooge |wasurAcTURRG
R SV hmmr{:ﬂmw lmq}mmmm.mmww o i
BEH = g e oty thep nakc? BA&H
7 DOD02ETE48 1{0101HL01 ON MN 55143
MANUFACTURING v MANUFACTURING
METAL MHRKER % = e - i i 6225 LEAR NORTH s onna |METAL MARKER
8 | ANUFACTURING 0000324742 1 0111901 | DOUG CARSONEMETALMARKERMF G.COM AL T RIDGEVRLL OH 44039 MANUFACTURING
OBRIEN = R i = = 7 % =n.e |OBRIEN
9 | ANUFACTURING |OW00242877 1/ 01011901 | SALES@O0BRIENMFG COM 7345 W40OTHN POBOXT7 (LETERSFORD [IN (45845 || 0 opr e
CENTRAL CANVAS ; e = 7 - 635 19THAVE  |POBOX 56374- | CENTRAL CANVAS
0347 o G Wil o = a b
0 AUFACTURING |OD00347851 1| 01081907 | TICCIMECLEARWIRE NET e g7 STJOSERH  [MN | | AMUFACTURING
LAKEWOOD = = g % 1241 NEW LAKEWGOD
1 0310596 1| 011901  TORMRLAKEW SANUFACTURING COM NESTMINSTER MD |21
MANUFACTURING (00703105 b LA OTO A A a WINDSOR ROAD REEIRR 21158 | anUFACTURING
K 14235 KAR
12| aurscTURING | PPPOR55TS 1| 0B 2011 | SALES@KRMFG COM PO BOK 3670 g-‘_rlimsss CAMDENTON WO |65020 | ahn oo nm ini

2. Click the Open button.

3. The results will open in Excel.

C. Running Query Results to XML

XML (Extensible Markup Language) is a language that defines a set of rules for encoding documents in a
readable format for people and machines. XML most likely will be used by software and system developers;
therefore, it is not covered in this QRG.
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