Using and Running Queries

Navigation:

Main Menu > Reporting Tools > Query > Query Viewer

ORACLE" You are on Database: NDFT

Home
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: Query Name *  begnswith |

| Search ‘AdvancedSearch

If you know the query name, type the beginning of its name in the “begins with” field. Click Search.

ORACLE" You are on Database: NDFT

Favorites = Main Menu > Reporting Tools > Query > Query Viewer
- i - - -

Query Viewer

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

N p)
*Search By: Query Name v  beginswith  [NDU_APE3 &<

| Search | agvanced Search

LE New Window 7 Help b/ Customize Page ,E’, http

If you are uncertain of the name, you can use the drop down for Search By to choose “description” and type a few words

of what you are looking for. Click Search.

ORACLE" You are on Database: NDFT

Favorites = Main Menu > Reporting Tools > Query > Query Viewer

2 New Wir
Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all S,
*Search By: Description ~  begins with [VOUCHERS ENTERED

| Search ‘AdvancedSearch

Search Results

*Folder View:  — All Folders — -
Customize | Find | View A First K1 1.3 of 3 D) Last
Query Name Description Owner |Folder Bunte Runto Addte o0
HIML  Excel
NDU_APE3_OLD Vouchers entered by userid Public HTML |Excel Schedule |Favorite Query Download
NDU_APB3_VOUCHER_BY_USER Vouchers entered by userid Public HTML | Excel Schedule Favorite Query Download
NDU_AP64_VOUCHER_BY_UNIT Vouchers entered by Bus Unit Public HTML |Excel |Schedule | Favorite Query Download
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Using and Running Queries

You can either run queries to HTML or Excel. You can also Schedule a Query to run later and/or run a Query Download
for larger queries. For most queries, you will just run them to Excel.

For this example, click on Run to Excel for the query NDU_AP63_VOUCHER_BY_USER

ORACLE" You are on Database: NDFT

Favorites = Main Menu > Reporting Tools > Query >  Query Viewer
- - - -

fealy

Query Viewer

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

*Search By: Query Name -

begins with [NDU_APE3

Search  pdvanced Search

Search Results

*Folder View: - All Folders — -

Query Name

S Runto Rubto Add to

Description Owner Folder HIML  Exdel Schedule Favorites Query Downloat
NDU_APE3_OLD Vouchers entered by userid Public HTML EM£l Schedule Favorite |Query Downloa
NDU_APE3_VOUCHER_BY_USER Vouchers entered by userid Public HTML Excel | Schedule Eavorite |Query Downloa

A new window will open where you will be able to enter your search criteria

. The column headers, also shown here, will
be the information displayed in your results.

|55‘v‘ngva. |thp;//www.mnnmn... x‘ ‘ &~ - [ s v Pagev
NDU_AP63_VOUCHER_BY_USER - Vouchers entered by userid
Business Unit: Q
User ID like (%=All): [ Q
Beginning Entered Date Range: B
Ending Entered Date Range: ]
View Results
‘ ‘ Voucher ‘ User ID | Entered Date Acctg Date Budg Hdr Status Gross Amt Pay Amt
Once you have all your search criteria entered, click View Results.
NDU_AP63_VOUCHER_BY_USER - Vouchefs entered by userid
Business Unit: NDSU1 @, /
User ID like (%=All): [michele kuppich @,
Beginning Entered Date Range: 9/24/2010
Ending Entered Date Range: El
View Results
| | Voucher UserID Entered Date | Acctg Date Budg Hdr Status Gross Amt Pay Amt
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Using and Running Queries

A File Download box will appear, giving you the option to Open or Save. For this example, we will click Open.

File Download ==

Do you want to open or save this file?

@ j Mame: guls
[Hl Type: Microsoft Excel 97-2003 Worksheet, 5.50KE
From: www.connectnd.us

Open TT Save ][ Cancel J

Always ask before opening this type of file

While files from the Intemet can be useful, some files can paotentialty
harm wour computer.  you do nat trust the source, do not open or
save this file. What's the rigk 7

Your results will open in an Excel document, which will give you the opportunity to sort, filter, add, etc.

31
“2|Voucher |User ID |Entered Date [Acctg Date [Budg Hdr Status [Gross Amt[Pay Amt|
800565403 michele kuppich 9/24/2010  9/24/2010 Valid 83.700 83.700
00565404 michele kuppich 9/24/2010  9/24/2010 Valid 171.830 171.830
3100565405 michele.kuppich 9/24/2010  9/24/2010 Valid 11.940  11.940
00565406 michele kuppich ©/24/2010  9/24/2010 Valid 45.000 45.000
00565407 michele kuppich ©/24/2010  9/24/2010 Valid 70.400 70.400
(300565408 michele kuppich 9/24/2010  9/24/2010 Valid 91.200 91.200
L3 00565409 michele.kuppich 9/24/2010  9/24/2010 Valid 90.750 90.750
00565410 michele kuppich 9/24/2010  9/24/2010 Valid 54.180 54.180
00565411 michele kuppich ©/24/2010  9/24/2010 Valid 47.400  47.400
00565412 michele kuppich 9/24/2010  9/24/2010 Valid 14.880 14.880
5400565413 michele.kuppich 9/24/2010  9/24/2010 Valid 105.710 105.710
00565414 michele kuppich 9/24/2010  9/24/2010 Valid 16.480 16.480
L 00565415 michele kuppich ©/24/2010  9/24/2010 Valid 596.000 596.000
00565416 michele kuppich 9/24/2010  9/24/2010 Valid 149.570 149.570
00565417 michele.kuppich 9/24/2010  9/24/2010 Valid 340.000 340.000

(00565418 michele.kuppich 9/24/2010  9/24/2010 Valid 820.400 820.400
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Using and Running Queries

Adding queries to your Query Favorites

Since there are so many queries to choose from, you have the option to save any query to your Query Favorites. This

will save time searching for a query each time you go into the Query Viewer. A list of your Favorites will be displayed
every time you enter the Query Viewer.

To do this, Click on the Favorite link

ORACLE" You are on Database: NDFT

Favorites = Main Menu > Reporting Tools > Query > Quely Viewer
- - - -

N

Query Viewer

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

*Search By: Query Name ~ beginswith  [NDU_AP83

| Search | pdvanced Search

Search Results

“Folder View: _AlFolders — =

Customize | Find | View

c o Runto Runto Add to

Query Name Description Owner Folder HTML  Excel Schedule Edorites Query Downloag
NDU_AP83_OLD Vouchers entered by userid Public HTML | Excel | Schedule QYgrite | Query Downloa
NDU_AP63_VOUCHER_BY_USER Vouchers entered by userid Public HTML |Excel |Schedule Favorite Query Downloa

You will now see the Query displayed twice, but one is under a section called My Favorite Queries. You now have it
saved for easy access in the future.

ORACLE" You are on Database: NDFT

Home
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: Query Name ~  begins with [NDU_APE3

| Search | pdvanced Search

Search Results

*Folder View: - All Folders - -

138 Fist 1 1202 1 Last

Customize | Find | View Al |1 | 8%

e o Runto Runto Add to
Query Name Description QOwner Folder HIML  Excel Schedule Favorites Query Download
NDU_AP83_OLD Vouchers entered by userid Public HTML |Excel Schedule Favorite Query Download

NDU_AP63 VOUCHER_BY_USER Vouchers entered by userid Public HTML Excel Schedule Favorite Query Download

~ My Favorite Queries

N
Customize | Find | B | B First K g 011 I (et

Query Name Description Owner  Folder :.';."Mlt_n 2::;'0 ﬁ.‘;;;_‘) Schedule Query Download Remove
NDU_AP63_VOUCHER_BY_USER Vouchers entered by userid Public HTML  Excel XML Schedule  Query Download E|
| Clear Favorites List |

Reminder!

This would be a good time to add this to your favorites by clicking on the “Add to Favorites” link in the upper
right hand corner of your screen. By doing this, it creates a shortcut for this Query Viewer in the Menu under
“My Favorites”. It also eliminates the need to remember the Navigation Path every time you want to run
Queries.
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