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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.

PS9CSTRN:x

PSYHEWEBDEV11 RcB

Favorites = Main Menu

] »
#®100% ~

Step Action
1. Click the Main Menu button.
2. Click the Reporting Tools menu.
| [J Reporting Tools "|
3. Click the Query menu.
| 22 Query ']
4, Click the Query Manager menu.
| ] Query Manager |
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PS9CSTRN:s

PSSHEWEBDEV11 RCB
Fa\'o'rtes MainvMenu > Report\gg Took > Qu'erv > Query Manager

Home | AddtoFavorites | Signout

New Window | Help | Personalize Page | 5,

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Query | Create New Query

“Search By QueryName - begins with

Search Advanced Search

H10% +

Step

Action

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

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

Click the Search button.
Search

Click the Run to HTML link for the LSU_FA801 query.

NOTE: The results will display in a separate window.

HTM

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

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

10.

Enter the desired information into the Academic Career field. Enter "TAHPU".

11.

Click the View Results button.
Yiew Results

Page 2




Training Guide
Student Administration

@& hitps://psdherch.Isuhsc.edu/psc/cstm 10/EMPLOYEE/HR O ~ @ B & X | @& suhsc.edu

5% € http--www.lsuhsc.edu-ad... € LSU Health New Orleans 2] Web Slice Gallery = N = [ dm v Pagev Safetyv Tooks~w @~
LSU_FA801 - FAB01 -

Academic Institution: LSUHS C E

Aid Year: 2014 Q L4
Academic Career: | AHPU

View Results

Download results in . Excel SpreadSheet CSVTextFile xMLFile (158 kb)

View All

1 LSUHS 2014 912000000005 438500 439500 439500 219800 219800 1137 01 219800 219800 219800 219800 219
2 LSUHS 20174 912000000005 4395.00 439500 439500 2198.00 2198.00 1141 02 2197.00 2197.00 2197.00 0.00
3 LSUHS 2014 912000000005 564500 564500 564500 282300 282300 1137 01 282300 282300 282300 282300 282
4 LSUHS 2014 912000000005 5645.00 5645.00 564500 2823.00 2823.00 1141 02 2822.00 2822.00 282200 0.00
5 LSUHS 2014 912000000005 423400 423400 423400 2117.00 211700 1137 01 2117.00 211700 211700 211700 211
6 LSUHS 2014 912000000005 423400 423400 423400  2117.00 2117.00 1141 02 2117.00 2117.00 2117.00 0.00
7 LSUHS 2014 912000000005 564500 564500 564500 282300 282300 1137 01 282300 282300 282300 282300 282

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.

PS9CSTRN:s

PSSHEWEBDEV11 RCB

Favorites : Main Menu

H10% -

Step Action
1. Click the Main Menu button.
2. Click the Reporting Tools menu.
| 1 Reporting Tools "’|
3. Click the Query menu.
| 31 Query ’ |
4, Click the Query Manager menu.
| E| Query Manager |
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PS9CSTRN:s
PSSHEWEBDEV11 RCB
Fa\'o'rtes MainvMenu > Report\gg Took > Qu'erv > Query Manager

Home | AddtoFavorites | Signout

New Window | Help | Personalize Page | 5,

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Query | Create New Query

“Search By QueryName - begins with [

Search Advanced Search

H10% +

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.
Search
7. Click the HTML link.

NOTE: The results will display in a separate window.

HTIM

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

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.
View Results
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3 ﬂ @& https://psdherch.Isuhsc.edu/psc/cstm 9/EMPLOYEE/HRN O ~ @ B & X | @& lsuhsc.edu

5% € http--www.lsuhsc.edu-ad... € LSU Health New Orleans 2] Web Slice Gallery = - = . fm v Pagev Safetyv Toolsv @@~
ZZ_SF815A_TRIAL_BAL_ACCOUNT - Clone SF815A - Trial Bal Acct T

From Term: W
To Term: W
From Date: 01/01/2014 [
To Date: ’W

Business Unit: LSUNO

View Results

Download results in:  Excel SpreadSheet CSV TextFile xMLFile (1Kb)

EREEE]
Unit Acct Nbr Short Desc ltem Type Total Amount

1 LSUNO GENERAL001 Spr-N 2014 Acad. Excel Fee- Grad Stu NG 60.00
2 LSUNO GENERAL0O1 Spr-N 2014 Building Use Fee, NO 3000
3 LSUND REG001 Spr-N 2014 Exam Only Fee - GS New Orleans 100.00
4 LSUNO GENERAL001 Spr-N 2014 Gen Activity Fee, GS, NO 12.00
5 LSUNO GENERAL001 Spr-N 2014 Operational Fee G8 NO 54.00
6 LSUND GENERALDO1 Spr-N 2014 Student Health, NO 42.00
7 LSUNO GENERAL0O1 Spr-N 2014 Student Housing Fee, NO 36.00
8 LSUNO EQUIP0DT Spr-N 2014 Tech Fee, G8, NO 30.00
9 LSUNO TUITIONOO1 Spr-N 2014 UF, GS, New Orleans 226200

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.

PS9CSTRN:s

PSSHEWEBDEV11 RCB

Favorites : Main Menu

H10% -

Step Action
1. Click the Main Menu button.
2. Click the Reporting Tools menu.
| 1 Reporting Tools "’|
3. Click the Query menu.
| 31 Query ’ |
4, Click the Query Manager menu.
| E| Query Manager |
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PS9CSTRN:s
PSSHEWEBDEV11 RCB
Fa\'o'rtes MainvMenu > Report\gg Took > Qu'erv > Query Manager

Query Manager

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

“Search By QueryName - begins with [

Search Advanced Search

Home | AddtoFavorites | Signout

New Window | Help | Personalize Page | 5,

Find an Existing Query | Create New Query

H10% +

Step

Action

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".

Click the Search button.
Search

Click the HTML link.

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

Click the Allied Health, Undergraduate list item.
[Allied Health, Undergraduate |

10.

Enter the desired information into the Expected Graduation Term field. Enter
"1151".

11.

Click the View Results button.
Yiew Results
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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.

PS9CSTRN:s

PSSHEWEBDEV11 RcB

Favuvntes H Ma\n'MEnu

] »
H100% -

Step Action
1. Click the Main Menu button.
2. Click the Reporting Tools menu.
| [J Reporting Tools "|
3. Click the Query menu.
| 3 Query ’ |
4, Click the Query Manager menu.
| ] Query Manager |
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PS9CSTRN:s

PS9HEWEBDEV11 RcB Home | AddtoFavorites | Signout

Fa\'o'rtes MainvMenu > Report\gg Took > Qu'erv > Query Manager
New Window | Help | Personalize Page | 5,
Query Manager
Emyanym:[::::l:g;;zi;;j c(\:irt:j::::v;izveﬁe\ds blank far a list of all values
“Search By QueryName - begins with
Search Advanced Search
Step Action
5. Enter the desired information into the Find an Existing Query field. Enter
"LSU_EX".
6. Click the Search button.
Search
7. Click the Excel link.
Excel
8. Click the button to the right of the Academic Career field.
9. Click the Allied Health, Undergraduate list item.
[4llied Health, Undergraduate |
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.
1151
13. Click the View Results button.
View Results
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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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In this topic you will learn how to Download the Query Results to Excel.

PS9CSTRN:s
PSSHEWEBDEV11 RCB
Favorites  Main Menu > Reporting Tools > Query > Query Manager

Query Manager

Enter any information you have and click Search. Leave fields blank for 3 list of all values

New Window | Help | Personalize Page | &,

Home | AddtoFavorites | Sianout

Find an Existing Query | Create New Query

“Search By QueryName -

Search Advanced Search

Search Results

begins with LSU_EX

*Folder View —All Folders — -

Check All | Uncheck All | =Action — Choose —

Query

Select| Query Name Desecr Owner Folder

Personaiize | Find | View A1 B8 | B8 First B 42 o2 B st
Runto |Runto |Runto
HTML  |Excel i |Schedule
HTML  Excel Schedule
HTML  Excel ML

Edit
[ LSU_EXAM_ONLY Form of Study = CAND
[F LSU_EXPECTED_GRAD_TERMS Stdnts expected grad term

Public
Public dit

Schedule

H100% ~

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.
HTML

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

3. Click the Allied Health, Undergraduate list item.
[4llied Health, Undergraduate |

4, Enter the desired information into the Expected Graduation Term field. Enter
"1151".

5. Click the View Results button.

View Results
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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.
Excel SpreadSheet

Z - -z U EXPECTED GRAD TERMS 27310.1s [Protected View] = Microsoft Excel o T [ |

Home  Insert Page Layout Formulas Data Review  View o@P o =
0 Protected View  This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing x
Al - fe | Stdnts expected grad term v
A B c D E F a |5
2 |ID [Name [Exp Grad |[career [Acad Prog |Acad Plan  |[Email |
2 1161 AHFU  CS.B C5.B
4 1151 AHPU  CS,B csB
5 1151 AHFU  CS.B CS.B
6 1151 AHPU  CS,B cs,B
7 1151 AHPU  CS,B csB
2 1151 AHFU  CS.B C5B
9 1151 AHPU  CS.B cs.B
10 1151 AHPU  CSB csB
1 1181 AHPU  CS,B csB
12 1151 AHPU  CS,B csB
12 1151 AHFU  CS.B CS.B
N 1151 AHPU  MT.B MT,B 3
15 1151 AHPU  MT.B MT.B
16 1151 AHPU  MT.B MT.B
7 1151 AHPU  CS.B cs.B
18 1151 AHPU  MT.B MT.B
19 1181 AHPU  CS,B csB
20 1151 AHPU  MT.B MT.B
21 1151 AHPU  CSB csB
22 1151 AHPU  CS,B cs,B
23 1151 AHPU  CS,B csB
24 1151 AHPU  MT.B MT.B
25
26 L
o7
28 -
4 4 ¥ b| sheetl A | B
Ready | [E@@m we ©—0—@
2 A N 7z - 216PM | |
E@ﬂ @ = l 0 @ @ ‘ e ” s e e ||

Step

Action

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.

|

This completes Download the Query Results to Excel.
End of Procedure.
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