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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. Navigate to Reporting Tools, Query, Query Viewer.
The Query Viewer page is displayed.

2. 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.

3. For this example, enter PURCHASE ORDER into the Folder name field.
4. Click the search button.

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

  

7. In the 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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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:   

• 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. 

• Excel – Download and format data as a Microsoft Excel spreadsheet. 

• 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 

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

 

5. In the 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. 
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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. 

 

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:   

• You can send HTML results to Excel by selecting the Excel Spreadsheet link located on the HTML 

page.  See (Running Queries to HTML). 

• 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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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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