Reference Guide

Business Process Navigation
1. Query allows you to access stored data to research 1. Main Menu > Reporting Tools > Query
transactions and download data to Excel. > Query Viewer

Follow this process:

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

Favorites | Main Menu > Reporting Tools > Query > Query Viewer
- H - - -
Query Viewer

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

“Search By |Cu_|er_\,-' Name hd begins with J)
Search | Advanced Search

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.

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

“Search By begins with so

Search | Advanced Search

Search Results

*Folder View | — All Folders — ~

Query Name Description Owner

SD_APPROP_BUDGETS UAT Approp Budgets Public HTML | Excel Schedule Favorite
SO_CNV_GLIRMNLS Public COMNVERSIOM HTML Excel Schedule Favorite
SD_CNV_GLJRMNLS1 Public [ COMVERSIO HTML  Excel Schedule Eavorite
SD_CMNV_KKJIRMLS Public COMVERSICH HTML |Excel Schedule Favarite
SD_CMV_KKJRMLS1 Public [ COMVERSIOI HTML | Excel Schedule Eavorite
SD_GM_BILLING_AUDIT Grants Billing Audit Table Public HTML | Excel Schedule Favorite
SD_GM_CMNV_JOURMAL _VALIDATIOMN Grant GL Conversion Validation Public HTML | Excel Schedule Eavorite
SD_GM_LEDGER_KK Grants Budget Query Public HTML | Excel Schedule Eavorite
SD_GM_TRANS_AUDIT_QUERY Grant Transaction Audit Table Public Excel Schedule Favorite
SD_JRMLS_BY_DESCRIPTION Public  COMVERSION Schedule Favorite

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.

SD_GM_BILLING_AUDIT- Grants Billing Audit Table

Download results in : preadSheet JCSV Text File XML File (13 Kb)

View Al First [ 1-24 of 24 [B] Last
User Date/Time Reviewed Project Activity | An Type Contract Customer | Acctg Date | Trans Date | Amount Trans ID Trans ID From

1 |VvP1 05/02/2013 7:51:19AM Y PADD000099 |2013 BIL 0000000048 |0000000115 |01/01/2013  |01/01/2013 3746.000]10002050 |V62500000014521 01 702661 0

2 |VP1 05/02/2013 7:51:37AM Y PA0D000100 2013 BIL 0000000049 0000000115 |01/01/2013  |01/01/2013 9210.000]10003051 |V62500000014531 01 702661 0

3 |SPPS04 |05/06/2013 8:45:12AM Y PADD00D102 |2013 BIL 0000000051 |0000000115 |01/01/2013  |01/01/2013 20000.000{10003081 |\ 1 02 702832 0

4 |SPPS04 |05/06/2013 8:45:12AM \ PADD000102 2013 BIL 0000000051 |0000000115 |05/02/2013  |05/02/2013 4200.000]10003085 |G6250000000003962013-05-0202

5 |vP1 05/01/2013 11:47.58PM  |Y 0.000

6 |vP1 05/012013 11:18:17PM  |Y PAQ0000104 2013 BIL 0000000053 |0000000115 (01/01/2013  |01/01/2013 5683.000{10003049 |V62500000014501 01 702644 0

7 |VvP1 0510272013 7:51:51AM Y PADD000101  |2013 BIL |0000000050 0000000115 |01/01/2013  01/01/2013 2140.000) 10003052 41 01 702661 0

8 |VP1 05/02/2013 8:00:13AM A PAQ0000104 2013 BIL |DDODDODD§3 0000000115 (01/01/2013  |01/01/2013 3834.000{10003053 |V62500000014561 01 702670 0

9 |SPPSD5 |05/06/2013 8:44:31AM Y PA00000101 |2013 BIL |DDQDDODI]50 0000000115 01/01/2013  |01/01/2013 7000.000{10003079 |V62500000014641 02 702830 0

6. EXCEL — The Excel option will download the query results directly to Excel where they will be displayed.
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[Protected View] [Compatibility Mode] = = o
[ A B c ) E F G H J K L M
1 |Grants Bil| 24
2 |user  [paterTime | [Project  [activity [An Type | | [Acctg Date [Trans Date JAmount [Trans ID_[Trans iD From ]
3 |vP1 5/2/2013 7:51 Y PAOD000S9 2013 BIL 0000000048 0000000115 1112013 1/1/2013  3746.000 10003050 V6250000014521 01 702661 0
4 |vP1 6/2/2013 7:61 Y PADO000T00 2013 BIL 0000000049 0000000115 V2013 /172013 9210.000 10003051  V62500000014531 01 702661 0
5 |SPPSO4 5/6/2013 8:45 Y PAOO00102 2013 BIL 0000000051 0000000115 112013 /172013 20000.000 10003081 V6250000014651 02 702832 0
6 |SPPS04 6/6/2013 8:45 Y PAOOO0T02 2013 BIL 0000000051 0000000115 622013 5/22013  4200.000 10008085  G6250000000003962013-05-0202
7 |vP1 51112013 2317 Y 0.000
2 |vP1 5112013 23:18 Y PAOO00T04 2013 BIL 0000000053 0000000115 V2013 /172013 56B3.000 10003040 V6250000014501 01 702644 0
9 |vP1 5/2/2013 7:51 Y PAO000T01 2013 BIL 0000000050 0000000115 V2013 1172013 2140.000 10003052 V6250000014541 01 702661 0
10 [vP1 6/2/2013 8:00 Y PAOO00T04 2013 BIL 0000000053 0000000115 V2013 /172013 3834.000 10003053 V6250000014661 01 702670 0
11 |SPPS05 5/6/2013 8:44 Y PAO000T01 2013 BIL 0000000050 0000000115 112013 /172013 7000.000 10003079 V6250000001441 02 702830 0
12 |SPPS05 6/6/2013 8:44 Y PADOO00TOT 2018 BIL 0000000050 0000000115 622013 5/22013  4222.000 10008086  G6250000000003952013-05-0201
13 |091568 5/6/2013 8:44 Y PADO0000SY 2013 BIL 0000000048 0000000115 5/2/2013  5/2/2013  3200.000 10003087  G6250000000003932013-05-0201
14 | 001568 5/6/2013 8:44 Y PAOOO00SO 2018 BIL 0000000048 0000000115 12013 /172013 60D0.000 10003082 V6250000001401 01 702833 0
15 |sPPSO7 5/6/2013 8:51 Y PAO000105 2013 BIL 0000000054 0000000115 §/2/2013  5/2/2013  2337.000 10003089  G6250000000003992013-05-0202
16 |VP1 4/15/2013 14:34 Y PAOOO00ST 2013 BIL 0000000001 0000000101 2013 /172013 2300.000 10002853  V62500000010261 01 700843 0
17 [vP1 5/1/2013 2317 Y PAO000101 2013 BIL 0000000050 0000000115 V12013 /172013 4300.000 10003048 V6250000014481 01 702644 0

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.

SD_JRNLS_BY_DESCRIPTION
escr:
| | Journal ID Descr

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.

Favovrrtes MalnvMenu > Reportlrlg Tools > query >  Query Viewer
“Search By begmnswan  [5D
Search Advanced Search
Search Results
“Folder View | — All Folders — ~

Query Hame Description Owner Folder s_'l'_;‘L" % % Schedule ?ad\::tr‘i)tes
SD_APPROP_BUDGETS UAT Approp Budgets Public HTML Excel XML Schedule Favorite
SD_CNV_GLJRNLS Public |[CONVERSION HTML |Excel |XML Schedule Favorite
SD_CNV_GLJRNLS1 Public |[CONVERSION HTML |Excel XML Schedule Favorite
SD_CMV_KKIRNLS Public COMVERSION |HTML |Excel XML |Schedule Eavorite
SD_CMNV_KKIRNLS1 Public COMVERSION |HTML |Excel XML |Schedule Eavorite
SD_GM_BILLING_AUDIT Grants Billing Audit Table Public HTML Excel |[XML Schedule Eavorite
SD_GM_CNV_JOURNAL_VALIDATION Grant GL Conversion Validation Public HTML Excel XML Schedule Eavorite
SD_GM_LEDGER_KK Grants Budget Query Public HTML Excel |[XML Schedule Eavorite
SD_GM_TRAMNS_AUDIT_QUERY Grant Transaction Audit Table Public HTML Excel XML Schedule Eavorite
SD_JRMLS_BY_DESCRIPTION Public COMVERSION HTML Excel XML  Schedule @
SD_RPTARO007_LF_COVERSHEETS |LASERFICHE COVERSHEET RPT |Public HTML |Excel XML | Schedule Favorite
SD_Z _AR33000 AR33003-All Levels Dunning Ltr Public HTML Excel XML Schedule Favorite

‘ ‘ My Favorite Queries Personalize | Eind | B | 2 st 50 4071 O Last
—_
Query Name. Description Owner  Folder 5:""‘:_0 % 5:""‘:_0 Schedule Remove
SD_JRMNLS_BY_DESCRIPTION Public | CONVERSION HIML | Excel XML  Schedule [=]

9. Usethe: ! 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.
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