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Query Viewer – Running existing queries Reference Guide 

Business Process Navigation 

1. Query allows you to access stored data to research 
transactions and download data to Excel. 

1. Main Menu > Reporting Tools > Query 
> Query Viewer 

 

Follow this process: 

1. Navigate to:  Main Menu > Reporting Tools > Query > Query Viewer. 

 

2. Type a partial or full name of the desired query in the field next to “begins with”.  All custom built queries created by SPPS will 
begin with SD. 

3. The system will bring back all the queries that meet the criteria typed into the field.  In this case, ten queries meet the criteria. 

 

4. There are 2 common ways to view the data – Clicking on the HTML hyperlink for the desired query or clicking on the Excel 
hyperlink for the desired query... 

5. HTML – HTML will display the results of the query on the screen.  The user can then download the results to Excel, if desired 
by clicking on the Excel SpreadSheet hyperlink. 

 

6. EXCEL – The Excel option will download the query results directly to Excel where they will be displayed. 
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NOTE:  If nothing happens when Excel is clicked, click on the Excel hyperlink once again WHILE holding down the CTRL key.  
This will bring up a File Download decision box asking, “Do you want to open or save the file?” 

Click on the Open Button, and the query will open in Excel. 

To have all queries flow directly into Excel automatically, click OFF the checkbox that says “Always ask before opening this 
type of file”.  This will need to be reconfigured on new computers and sometimes when patches/fixes are applied. 

7. Some queries require you to fill in some information in prompt boxes before the query can run and bring back results.  First you 
will complete one or more prompt fields (Descr in the example below), then you will click on View Results.  This prompt will 
occur whether you use the HTML or EXCEL hyperlinks.  

  

8. To add queries to your Favorite Queries, click the Favorites link to designate the query as a Favorite and it will be available in 
the lower half of the page without having to look it up like we did in steps 2-3 above. 

 

9. Use the  button to clear all favorites or use the   button to remove one query from My Favorite Queries 
if you no longer want that query/queries in the Favorites area. 

10. Query Viewer does not let you create or modify existing queries.  If you need a different query and it is not available you need 
to contact the Finance Department. 


