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Copyright © 1998, 2011, Oracle and/or its affiliates.  All rights reserved. 

Oracle is a registered trademark of Oracle Corporation and/or its affiliates. Other names 

may be trademarks of their respective owners. 

 

This software and related documentation are provided under a license agreement 

containing restrictions on use and disclosure and are protected by intellectual property 

laws. Except as expressly permitted in your license agreement or allowed by law, you 

may not use, copy, reproduce, translate, broadcast, modify, license, transmit, distribute, 

exhibit, perform, publish or display any part, in any form, or by any means. Reverse 

engineering, disassembly, or decompilation of this software, unless required by law for 

interoperability, is prohibited. 

 

The information contained herein is subject to change without notice and is not warranted 

to be error-free. If you find any errors, please report them to us in writing. 

If this software or related documentation is delivered to the U.S. Government or anyone 

licensing it on behalf of the U.S. Government, the following notice is applicable: 

 

U.S. GOVERNMENT RIGHTS 

Programs, software, databases, and related documentation and technical data delivered to 

U.S. Government customers are “commercial computer software” or “commercial 

technical data” pursuant to the applicable Federal Acquisition Regulation and agency-

specific supplemental regulations. As such, the use, duplication, disclosure, modification, 

and adaptation shall be subject to the restrictions and license terms set forth in the 

applicable Government contract, and, to the extent applicable by the terms of the 

Government contract, the additional rights set forth in FAR 52.227-19, Commercial 

Computer Software License (December 2007). Oracle USA, Inc., 500 Oracle Parkway, 

Redwood City, CA 94065. 

 

This software is developed for general use in a variety of information management 

applications. It is not developed or intended for use in any inherently dangerous 

applications, including applications which may create a risk of personal injury. If you use 

this software in dangerous applications, then you shall be responsible to take all 

appropriate fail-safe, backup, redundancy and other measures to ensure the safe use of 

this software. Oracle Corporation and its affiliates disclaim any liability for any damages 

caused by use of this software in dangerous applications. 

 

This software and documentation may provide access to or information on content, 

products and services from third parties. Oracle Corporation and its affiliates are not 

responsible for and expressly disclaim all warranties of any kind with respect to third 

party content, products and services. Oracle Corporation and its affiliates will not be 

responsible for any loss, costs, or damages incurred due to your access to or use of third 

party content, products or services
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Student Administration Query Basics 9.0 pt. 8.53 

Running an Existing Query 

Run an Existing Query - Financial Aid 

Procedure 

 
In this topic you will learn how to Run an Existing Query - Financial Aid.  

 

NOTE: This is accomplished in the Query Manager. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Reporting Tools menu. 

 

3. Click the Query menu. 

 

4. Click the Query Manager menu. 
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Step Action 

5. In this example, you will run the following existing query: LSU_FA801. 

 

Enter the desired information into the begins with field. Enter "LSU_FA". 

6. Click the Search button. 

 

7. Click the Run to HTML link for the LSU_FA801 query. 

 

NOTE: The results will display in a separate window. 

 

8. Enter the desired information into the Academic Institution field. Enter "LSUHS". 

9. Enter the desired information into the Aid Year field. Enter "2014". 

10. Enter the desired information into the Academic Career field. Enter "AHPU". 

11. Click the View Results button. 
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Step Action 

12. Your query results display. 

 

Click the Internet Explorer Main Window window. 

 

13. This completes Run a Existing Query - Financial Aid. 

End of Procedure. 
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Run an Existing Query - Student Financials 

Procedure 

 
In this topic you will learn to Run an Existing Query - Student Financials.  

 

NOTE: This is accomplished in the Query Manager. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Reporting Tools menu. 

 

3. Click the Query menu. 

 

4. Click the Query Manager menu. 
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Step Action 

5. In this example, you will run the following Existing query: 

ZZ_SF861A_TRIAL_BAL_STD_ITM. 

 

Enter the desired information into the begins with field. Enter "ZZ_SF8". 

6. Click the Search button. 

 

7. Click the HTML link. 

 

NOTE: The results will display in a separate window. 

 

8. Enter the desired information into the From Term field. Enter "1141". 

9. Enter the desired information into the To Term field. Enter "1141". 

10. Enter the desired information into the From Date field. Enter "010114". 

11. Enter the desired information into the To Date field. Enter "123114". 

12. Enter the desired information into the Business Unit field. Enter "LSUNO". 

13. Click the View Results button. 
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Step Action 

14. Click the Internet Explorer Main Window window. 

 

15. This completes Run a Existing Query - Student Financials. 

End of Procedure. 
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Run an Existing Query - Student Records 

Procedure 

 
In this topic you will learn how to Run an Existing Query - Student Records.  

 

NOTE: This is accomplished in the Query Manager. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Reporting Tools menu. 

 

3. Click the Query menu. 

 

4. Click the Query Manager menu. 
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Step Action 

5. In this example, you will run the following existing query: 

LSU_EXPECTED_GRAD_TERMS. 

 

This query lists the students who are expected to graduate during the specified term. 

 

Enter the desired information into the begins with field. Enter "LSU_EX". 

6. Click the Search button. 

 

7. Click the HTML link. 

 

8. Click the button to the right of the Academic Career field. 

 

9. Click the Allied Health, Undergraduate list item. 

 

10. Enter the desired information into the Expected Graduation Term field. Enter 

"1151". 

11. Click the View Results button. 
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Step Action 

12. The query results are displayed in a seperate window.   

 

Running the query to HTML give the user the opportunity to verify the accuracy of 

the results before continuing. 

 

Click the Close button. 

 

13. This completes Run an Existing Query - Student Records. 

End of Procedure. 
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Using Excel to Organize Query Results 

Run an Existing Query to Excel 

Procedure 

 
In this topic you will learn how to Run an Existing Query to Excel. 

 
 

Step Action 

1. Click the Main Menu button. 

 

2. Click the Reporting Tools menu. 

 

3. Click the Query menu. 

 

4. Click the Query Manager menu. 
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Step Action 

5. Enter the desired information into the Find an Existing Query field. Enter 

"LSU_EX". 

6. Click the Search button. 

 

7. Click the Excel link. 

 

8. Click the button to the right of the Academic Career field. 

 

9. Click the Allied Health, Undergraduate list item. 

 

10. Click the Look up Expected Graduation Term (Alt+5) button. 

 

11. Release the mouse button. 

12. Click the 1111 link to select the Spring New Orleans 2011 Graduation Term term. 

 

13. Click the View Results button. 

 



 
Training Guide 

Student Administration 

 

 Page 15 

Step Action 

14. The results appear in the Excel Window.  Once the query results are in Excel, you 

may perform any function or features that are available to you in Excel. 

 

Click the Close button. 

 

15. This completes Run an Existing Query to Excel. 

End of Procedure. 
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Download the Query Results to Excel 

Procedure 

 
In this topic you will learn how to Download the Query Results to Excel. 

 
 

Step Action 

1. In this example, the user runs the LSU_EXPECTED_GRAD_TERMS Query to 

HTML, and then downloads the results to Excel. 

 

Select HTML to run the query. 

 

2. Click the button to the right of the Academic Career field. 

 

3. Click the Allied Health, Undergraduate list item. 

 

4. Enter the desired information into the Expected Graduation Term field. Enter 

"1151". 

5. Click the View Results button. 
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Step Action 

6. NOTE: By downloading the results into an Excel file, you will be able to 

manipulate the data as needed.  Manipulation of the data cannot be performed in 

the HTML format. 
 

Click the Excel SpreadSheet link. 

 

 

 
 

Step Action 

7. Once the query results are in Excel, you may perform any function or features that 

are availalbe to you in Excel. 

 

Click the Close button. 

 

8. This completes Download the Query Results to Excel. 

End of Procedure. 

 

 

 

 


